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A request for quotation (RFQ) is an invitation extended to a
vendor by a purchasing organization to submit a quotation
(bid) for the supply of materials or performance of services.

In contrast to other purchasing documents, you cannot enter an
account assignment in an RFQ.

Before creating an RFQ, you should consider the following:

* Vendors: Do you have a list of suitable vendors for the
RFQ?

*Deadlines: What are the important deadlines for bidding, if
any (for example, the deadline for submission of quotations)?

*Collective number: We recommend that you assign the RFQ
a collective number. You enter this number once, and the

system copies it for each RFQ you create within a competitive
bidding process.
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Create the Next Collective Number
ZW02

USING THE MENU TREE GO TO

YOU SAP USER MENU DOUBLE
CLICK ON ZWO02 — DETERMINE
NEXT COLLECTIVE NUMBER
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A collective number is a number that can be used to group
together all RFQ’s issued to potential bidders, or the quotes
received from bidders for a proposed procurement of goods or
services.

The collective number is automatically generated for you to
ensure that the same number is not used for two separate
formal bids.

This procedure allows you to display the next available
collective number, used in RFQ documents, and allows you to
accept or reject this number.

The collective number may also be added manually. For
example, an agency could use a tracking number, contract
number, etc.
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@ N0 - Pragram 2¥%WQ0002 Change PG Manitoba
1) SCMA- Schedule Manager: Scheduler
@ OPMDIKEY - Distribution Keys

72 MR11SHOW - Accaunt Maint Dioco Display-Reversal
@ 0OBAS - Change Message Control

@ QOKEQ - Maintain Yersions {(General)

@ BKEQ - Assign Cur. +Val. Profile to COArea

2 BKEP - Activate Cur.+val. Prafile in G:OArea

@ FMDERMER - FM Ohject Assignment - Maintenance
1) ZFCHS - Reverse Check Payment

72 SU01D - User Display

@ ZM0Z - Apphy Vendors to RFPIRFQ AASIS
@ 202 - Determine Next Collective Mugg
@ DWQ0 - Program 2800002 Change RFQs

Using the Menu Tree:
Go to SAP Easy Access —
User Menu> ZWO02.

Type ZWO02 in the Command

Field.

or
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term  Help
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Detennine Next Coliective Number

Acgapt X
Dete\ine Mext Collective Number for RFO's 1
-
New RAY collective no: 528 m

The system gives you the next collective number.
Choosing to accept the number will reserve the number
for your RFQ. It is recommended that the number be
accepted.

If you have mistakenly executed this transaction, reject
the collective number being proposed by clicking on the
red X.
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Create a Request for Quotation
ME41

USING THE MENU TREE GO
Logistics>Material
Management>Purchasing>RF(Q/
Quotation>Request for
Quotation>Create
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[]
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b Office
3 Cross-Application Components N
¥ & Lagistiss Using the menu tree:
[]
[

S e Mangoment Logistics>Materials
D [ JTEER O Management>Purchasing>
RFQ/Quotation>Request for

[» [CJ Purchase Requisition
[ [ Outline Agreerment
Quotation>Create

< {3 RFQQuotation
2 {3 Reguest for Quatation
2 ME# - Create
7 ME4Z - Change
2 ME43 - Display
@ ME44 - Maintain Supplement
) ME45 - Release
b List Displays
b Reporting
b [ Messages
) MEQE - Archive
I 1 Quatatian
B [ Master Data

or

Type ME41 in the command
field.
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Create RFQ . Initial Screen

| [ Reference to PReq || (] Ref. to outl. agreement |

RFGbpe N

_5.*18#’2004
_85#25r’2994

Crganizational data
Furch. Organization o61@

Furchasing group cen

Default data for items !

ltem category
Delivery date T 06/23/2004
Flant 95899

Enter the Quotation deadline
(the date the quotations are
due), the Purchasing
Organization, Purchasing
group, Delivery date, plant and
Req. Tracking Number.

Hit Enter to continue.

Storage Location
Material Group
Req. Tracking Nurnber  trisha
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Create RFQ : Header Data

Administrative fields

RFG date 05/12/2004  |tem interval Call. no.

Quotdead. O5/2§/2004
Validity start Yalidity end

The only required field on the header
data screen is the Coll. no. field.

Enter the number that you received from
Transaction ZW02. The validity start and
validity end fields may be entered to
show the expected duration should the
RFQ result in a term contract.

0 Make an entryin all req

AASIS Support Center, Patricia Orr
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Other document

Create

Change

Display

Copy Cirl+F2

Save Cirl+5 To outline agreement Cirl+F4 4l:|

Eallow-on functions 3
Exit Shift+F 3
RFQ date O5/18/2004  Itern interval Call. no.

Quot.dead
Validity start Yalidity end
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cog

524
05/25/2004

To reference a requisition into this RFQ
follow the menu path
RFQ>Create with Reference>To purchase
req.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004




' An AASIS Training Guide

Create RFQ : Header Data

The Procurement Process-Requisition
through Invoice Verification
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Call. no. h2g
Quotdead. B5/25/2004

Enter the requisition being

referenced in this RFQ. Click the
green check or hit enter to
continue. Other reference
documents that may be selected
are existing RFQ’s and existing
Outline Agreements.
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Create RFQ : Selection List: Purchase Requisitions

Adopt + details Q

| |Purch.req. |itern ;)gnal Short text PInt [sLoc)l  |a [c1 |aty Un |c|Deliv. date
OE00AA350 10 1018}(35 animal food 9999 3 K = 5.008EA DDB."3B."2904[|Z|
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Select the item/items you wish to include on
your RFQ by clicking on the box to the left
of the item/items. Click the “adopt button” to
continue. This “adopt button” will copy all
the selected items into the RFQ.
I I I T T 7 I E‘
|| | I I \ =
LD |[«][*]
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Details F& )
Tents Text averview F8
Create R Wendor address F7 Long text screen
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Release strategy Ctrl+Shift+F 6
Partners Ctrl+Shift+F5
Messages Shift+F1 -
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50 Specific header text can be entered in the

= document by following the above menu path:

a0

1929 Header>Texts>Text Overview or:

110

120 The user can use the header (hat) icon and then [£]

130 . L [~]
oo the text icon from within the header screen. 0o

510 el sapetr | NS
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Create RFQ > Header Texts

Header texts
TufType  Text
[] Leading Document Text

[[1 Bend Quotation to

[1 Agency contact information

Enter appropriate text in the
" | boxes supplied.

Page down to see other
= options.

Double click to expand the
|

fields.

Mare text Status

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Text Edit Goto Farmat Inser
Bla H e CHE S0 L0 BE @0
Change Agency contact information: Language EN

& | ¥ @ E & Formats | CharacterFormats | T | B &2 sl B | o2

Parag.Formats * Paragraph, left-asligned & Char.Formats ]

Contact Patricia Orr at 501-555-5555 with any questions
regarding this REQ. =

This is an example of the long text
screen. Add, edit or view text here.

Hit the green arrow back to return to the
Text Overview.

-
4 3
|

D510 P2 sapetr NS o
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Change Leading Document Text: Language EN

& | ¥ @ E & Formats | CharacterFormats | T | B &2 sl B | o2

Parag.Formats * Paragraph, left-asligned & Char.Formats

el

How to add standard text.

4

ol
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(] § Symbals I DEMB aT a0
A I » | SBtandard... Cil+Shift+F &

Change Leadmg Doc Clipboard v Documentation

(i | ¥ B R ‘ S Form Characters +| Hypertext... oy B

Graphics
Parag.Formats * Paragraph, left- ormaks ]

=

To add standard text go to Insert>
Text>Standard.

4

ol
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Change Leading Document Text: Language EN

| | | & Formats | Character Formats | T |

* Paragraph, left-sligned [} [

TEXT

= Click on Matchcode
Search

5T

L]

v R\ x

K|
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Type in Z* and click the execute icon.

K|
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ZINVE211 EN [TEXT ST a g
T SRE = area number. Highlight your
2118215 EN [TEXT 5T Z* number and green check.
ZINYD216 EN [TEXT 5T
ZINVE218 EN [TEXT ST
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Change Leading Document Text: Language EN

& | % B R e Formats | @ characterFormats | T | B & el B | B2 B

K|

* Paragraph, left-asligned

ZINVE212

Tedlb ST
Lemguage

o =]

v R\ x

Your “Z” invoice address will
populate into the text name field.
Click the Expand immed. Box and
green check.

AASIS Support Center, Patricia Orr
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Text Edit Goto Farmat Inser

glaH e CHRE HDLOO RE @m

Change Leading Document Text: Language EN
& | ¥ @ E & Formats | CharacterFormats | T | B &2 sl B | o2 B

Parag.Formats * Paragraph, left-asligned & Char.Formats ]

State Board of Barber Examiners
Donaghey South Bldg, C.Kirkpatrick
103 E. 7th 3t., 2nd Floor

Little Rock, AR

72201

Your invoice address populates
onto the screen.

Green arrow back twice to return
to main screen.

-
4 3

@ Text ZINY0212 ID ST language ER was included and expanded [ |51D sapetr | INS o
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Create RFQ : itemn Overview

B0 a8
N [5/18/2004
psi252004 (@

ltem |l (Material Shomad RFG uuw 0... |CDeliv. date  |Matl group |PiInt |SLociD [T..

10 10100035 animal food BEL |D|EE/ 307200432508 q9a9 |Z|
20 [EG/ 29/ 2004 9999 E
30 99499

40 99499

50 9999

B0 Text specific to an item can be entered | |ssss

- in the document by selecting an item s

o and clicking on the Item Text icon. 3339

100 9999

110 99949

120 T T T oo =T 9999 |Z|
130 [EG/ 29/ 2004 9999 |Z|

T« ]

10
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Create RFQ : Texts for item 00010
@ oo (D

101068035 _32509 -9999
=

Iterm texts
TutType Text More text Status

[ material Master Tex From this screen you can

Animal Food, Dry .
B make adjustments to your

Material Master Text and

type any instructions you may
o have for the buyer in the
Notes to Buyers. Double

click in the fields to open them.

[] Motes to Buyers

Green arrow back to return
to the Overview screen.
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Create RFQ : itemn Overview
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ltem |l (Material Shomad RFG uuw 0... |CDeliv. date  |Matl group |PiInt |SLociD [T..
10 10100035 animal food BEL |D|EE/ 307200432508 q9a9 |Z|
20 D6/ 2972004 9999 E
30 DEG/ 297 2004 99499
40 DO6/ 29/ 2004 99499
50 DG/ 2972004 9999
60 OE/20/2004 a9a9
i Click the envelope to 26/29/ 2004 el
80 g g g QE/ 29/ 2004 9999
% specify the vendors invited  [g;2572004 T
1co to submit a quote/proposal.  |e8/29/2004 8999
110 OE/20/2004 a9a9
120 T T T i OE/29/2004 9999 |Z|
130 [OE /2972004 9999 |Z|
e P/ U

10
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Create RFQ : Vendor Addres3

A5716/2004
100000220 [a)

Search terms !

Search term 172

Street address !

StreetHouse number
Postal codelCity

Enter the vendor number or
search for the desired vendor. Hit
enter and the vendor information
will fault in.

Click save to create you first RFQ.

Country Regi
PO hox address !

PO Box

Postal code

Company pns@ code

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Create RFQ : VVendor Address

_5#’18."2894

You will receive a message at the
bottom of your screen that your
first RFQ was created. Enter
more vendors in the same
manner. When done click on the
yellow “up” arrow.

Search terms

Search term 172

Street address

StreetHouse number
Postal codelCity
Country

PO hox address
PO Box
Postal code

Company pns@ code
@ Mormal RF G created under the number 6000000000

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Create an Addendum on a Request

for Quotation
ME42

USING THE MENU TREE GO
Logistics>Material
Management>Purchasing>RFQ/
Quotation>Request for
Quotation>Change

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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V] |. Hio@ao DEE ShLo0 EHE @o
SAFP Easy Access

R % &8s via

> [ Favorites []
= {3 BAP menu []
b Office
_ Cross-Application Components .
ey P Using the menu tree:
< {3 Materials Management LOgiStiCS>Materia|S
= {3 Purchasing
I [0 Purchase Order Management>
[» [CJ Purchase Requisition :
[ [ Outline Agreerment PUrChaS|ng>RFQl
v & g@l@uotation Quotation>Request
2 Reguest for Guotation .
-G for Quotation>Change
) ME4Z - Change
2 ME43 - Display
@ WE44 - Maintain Supplement or
) ME45 - Release
b List Displays
b (3 Reporting Type ME42 in the
b [ Messages .
@ MEGE - Archive Command fleld
> [ Quotation [=]
I [ master Data =

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Change RFQ : Initial Screen

nanaonasn !

Enter a known RFQ document
number, or use the matchcode to

find one. Click the green check to
continue.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Change RFQ : item Overview
B0a

10

soodaaaaan 05/18/2004
100fan220 05/25/2004
ltem |l |haterial Shomad RFQ uuw O... |CDeliv. date  |Matl group |PInt [SLociD  |T..
10 10100035 animal food SN [pl07/14/2004[32500  [99ag [+]
20 Dla6/30/2004[32500 (3999 [-]
30 blo6/30/2004 (32500 [3999
I . . blo6/30/2004[32500  [3999
= You can change any field tha.t [
60 not grayed out. Here the Delivery [ [vsiso/zo032508  anus
i date was changed from 6/30/2004| P /30/200432500 9999
&0 g Dla6/30/2004 /32600 [3999
an to 7/14/2004. Click on the header | s:zu/za04 32588 9999
I icon (the hat) if any of the header | [Pe/30i200432500 3999
110 ) blo6/30/2004/32500  [3999
120 details need to be Changed- blo6/a0/2004/32500 (3999 [+]
130 D06/30/2004/32500 (3999 B

L I ][]

AASIS Support Center, Patricia Orr
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Change RFQ : Header Data

{ifelelelelelel: al] ﬂﬁg -CDB
Ii- -9519
1HEEER22A

Administrativifields

RFQ date O5/18/2804  |tern interval Coll. no. 528

Guotdead.  05/26/2004[[)
Validity start Yalidity end

On this screen you can change the

Purchasing group, Coll. no., Quot. dead.,
and the Validity start and end dates.
Click on the header text icon to change
the text associated with the header of the
RFQ.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Change RFQ : Header Texts

_EDBBBBBBBD ﬂﬁg -EBD

-BBWB
_1 Lefelelzlzbepelc]

Header texts
TufType  Text
[] Leading Document Text

Mare text Status

Leading Docurnent Text . YOU can Change any Of
the text fields. Remember
[[1 Bend Quotation to you can page down and
Send Quotation to g .
o see additional fields.
When you are done, click
[1 Agency contact information on the green baCk arrow
Agency cantactinfarmation .
o to return to the overview
screen.
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Change RFQ : item Overview

Qlaa

f00AAAAAE0 N 05/18/2004
100800220 pei14/2004 (3

ltem |l |haterial Shomad RFQ uuw O... |CDeliv. date  |Matl group |PInt [SLociD  |T..

10 10100035 animal food SN [pl07/14/2004[32500  [99ag [+]
20 Dla6/30/2004[32500 (3999 [~]
30 blo6/30/2004 (32500 [3999

I blo6/30/2004[32500  [3999

50 06/30/2004[32500 9999

fi0 Do/ 30/2004/32600 [3999

i : b6/ a0/2004/32500 [3999

o0 If you need to change the item e

98 text highlight the line and click  [pjzs/z0/200432508  [sasa

100 : : b6/ a0/2o0a (32500 [3999

110 the item t_eXt icon Do/ 30/2004/32600 [3999

120 (the pencil and paper). b[og/30/2004 /32500 (9999 [=]
130 bo6/a0/2004/32500 (3999 B

[4][] (4[]
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R I S - N s ez N T

10180035 EI 9998

Iterm texts
TufType  Text
[] material Master Text

Animal Food, Dry

[] Motes to Buyers

animal food

SorageLocation

Status

From here you can make
changes to the Material
Master Text and the Notes
to Buyers. Green arrow
back to return to the
overview screen.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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e
[} 5 =]
Change RFQ : item Querview
Imijf jf-3
GOOAEEERAN N [5/18/2004
100p0E220 B6/14/2004 [

ltem |l (Material Short RFQ uuw 0... |CDeliv. date  |Matl group |PiInt |SLociD [T..

10 10100035 animalffood BEL [D|A7/14/2004 32500 9949 |Z|
20 [EG/ 30/ 2004 (32508 9999 E
30 D6/ 3072004 32500 9939

40 D06/ 3072004 32500 9999

50 9999

(2] 99949

- You can now save your changes. —

t=1e] 9999

90 D6/ 3072004 32500 9939

160 [OE/ 30/ 2004 32500 9999

110 [EG/ 30/ 2004 32500 99949

120 [EG/ 30/ 2004 (32508 9999 |Z|
130 [EG/ 30/ 2004 (32508 9999 |Z|

L I ][]

10
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Zl 2 wNBee@ICHE SDOH8 FE @
Change RFQ : Initial Screen

nanaonasn !

You will receive a message that
your RFQ was changed.

Remember, if one RFQ is changed,
all RFQ’s for that collective number
must also be changed.

2-40
AASIS Support Center, Patricia Orr

Revised, August 1, 2004

Transaction ME4S will show a list of all RFQ’s by a specific
collective number.



An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

Change RFQ’s Related To A
Collective Number
ZWQO

USING THE MENU TREE GO TO
THE USER MENU>ZWQO

2-41
AASIS Support Center, Patricia Orr
Revised, August 1, 2004

Transaction ZWQO allows changes to specific RFQ header
fields in mass for all RFQ’s associated with a specific
collective number.
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HE DD FHE G

SAFP Easy Access - User mehu for Patricia N. Orr

RE % EE 2| v a

2 IR0 - Program ZWE0002 Change M
1) SCMA- Schedule Manager: Scheduler
@ OPMDIKEY - Distribution Keys

72 MR11SHOW - Accaunt Maint Dioco Display-Reversal
@ 0OBAS - Change Message Control

@ QOKEQ - Maintain Yersions {(General)

@ BKEQ - Assign Cur. +Val. Profile to COArea

2 BKEP - Activate Cur.+val. Prafile in G:OArea

@ FMDERMER - FM Ohject Assignment - Maintenance
1) ZFCHS - Reverse Check Payment

72 SU01D - User Display

@ ZM0Z - Apphy Vendors to RFPIRFQ AASIS
@ 202 - Determine Mext Collective Mumber
@ DWQ0 - Program 2830002 Change RAE

Using the menu tree:
Click on the user menu
icon and double click on
ZWQO

or
Type ZWQO in the
command field.

2-42
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HIe@@ QEE SODa0 EE @M

Change RFQs related to a collective nhumber

Enter the Collective N 1 associated with all RFQs to be changed:

Reference Collective na.

Enter information to he changed and then press execul™

Guotation deadling
Validity start
Walidity end
Collective no.
Purchasing Group

09/30/2004

531

@

Enter the Collective Number
associated with all RFQ’s to be
changed. Enter information to be
changed and then click execute to
continue.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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B0 H e EHB ODLa HAE @

Process RFQ
B2 2

Change RFOs related to a collective number 1=
-

RFO submission  Walidity Yalidity Collective  Purchasing  Yendor Yendar B

Document Deadline Period Period Numher Group Number Name

BOOOOOOOO1  B9/14/2004 OO/0070000 @ DO/OO/0000 0 530 cog 100886218 Pet Emporium

GOO0OOOO02  O9/14/2004  OO/0070000 @ OO/OO/0008 530 cog 1008B6204 Fet Surplus

The following field changes will be made to all RFOs:

BO/30/2004  DAVOA/OOED  AO/O0/0008 531 [Hzle]

This screen shows what RFQ’s are
related to the collective number. It also
shows you what fields will be changed.

[l i
[ U |ETR (1) (512 P2l sapetr NS
2-44
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gl 9B CGQCHB ODODIHAFI@
Change RFQ : Header Data

_EBBBBBBBM ﬂﬁg -CDB
_1 [elelelzlzbey b

Administrative fields

RFQ date

‘alidity start

When you receive this pop-up box, click YES to
save.

2-45
AASIS Support Center, Patricia Orr
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The pop-up message means that the system did not
automatically create an output message to be printed. The
document can be saved without an output message, but if you
plan on printing the document, it will have to be manually
created. This goes for all documents (PO’s, OA’s and RFQ’s).
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B aH e ESEHE DO HEE @

Process RFQ

B2 2
Change RFOs related to a collective number 1
RFO submission  Walidity Yalidity Collective  Purchasing  Yendor Yendar
Document Deadline Period Period Numher Group Number Name
BOOOOOOOO1  B9/14/2004 OO/0070000 @ DO/OO/0000 0 530 cog 100886218 Pet Emporium
GOO0OOOO02  O9/14/2004  OO/0070000 @ OO/OO/0008 530 cog 1008B6204 Fet Surplus

The following field changes will be made to all RFOs:

BO/30/2004  DAVOA/OOED  AO/O0/0008 531 [Hzle]

¥ @
The Pop-Up box shows 2 RFQ’s
changed. Green check to
continue. L
aiD] on
| [ | ETR (1) (512) Pel | sapetr | INS .
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Printing/Transmitting and RFQ
ME9A

USING THE MENU TREE GO
Logistics>Material
Management>Purchasing>RFQ/
Quotation>Messages>Print/Transmit

2-47
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gl ol @0 DHEB D00 DD @6

SAFP Easy Access
DR | M2 v

< {3 Furchasing
I» [ Purchase Order
b3 Purchase Reguisition
[> [ Outline Agreement
< {3 RFQ/Quotation
= =3 Reguest for Quotation
2 ME41 - Create
) ME4Z - Change
) ME43 - Display
) ME44 - Maintain Supplement
2 ME45 - Release
b [0 List Displays
b [ Reporting
2 3 Messages
12} MESA - PrintTrans mit
) MES1A - Urging/Reminders
) MEQS - Archive
> [ Quetatian
I [ Master Data
I [ Erwironment
B [ Inventory Management
I [ Logistics Invoice verification
b [ Physical Inventory

[4]
]
[4]
[=]

Using the menu tree:
Logistics>Materials
Management>Purchasing>
RFQ/Quotation>Messages>

Print/Transmit

or
Type ME9A in the command
field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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AH o@D EE DSTLHaIBE @@

Message Output

Furch. doc. data

Document number QoaREA0A ta E
Yendor 0 E
Purchasing organization 0519\ o o
Purchasing group to
Document type to
Document date to

Enter the RFQ number that
you want to print. Make sure
the processing status is 0.

Message data

Application £ Click on execute to continue.
hessane type to

Transmission time-spat

Processing status 0]

Creation date

Time created OE BB

K] D]
d

2-49
AASIS Support Center, Patricia Orr

Revised, August 1, 2004




An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

List

Edit Goto Settings em Help

B0 H e EHB ODLa HAE @

Message Output
M4 » M E&EFEETE® Outputmessage | Display message Mes:sage detail || Trial priftout

/A <]
Furch.Doc. Yendar Name 1 FGr Doc. date L=
Msg. Lng Partner Role Crested on Time Time M User name Oujfout Device Mame  F
GEOOOEOAOE 100600228 Catnip Heaven coo O5/18/ 004
vl MEU EN 1Boooo2z2o LF O6/18/2004 16:09:18 3 % PNORR FCC your Windows df1t printer

Click in the box to the left of the
screen. Click on Message detail.

Al | I
| [ | ETR (1) (511 bel | sapetr | NS .
2-50

AASIS Support Center, Patricia Orr
Revised, August 1, 2004




An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

H Ca@ CE R anon EE @

Message processing, purch. documents: Output
communication method |G Processing log || Furtner data | Repeatautput | Change output

Output
...|Partner La.. |C...|Pr
100800220 Al =
D -
Telex 5]
External send
o b Highlight the line and make sure
ple Mail ) )

Special function it reads Print Output. You can
Events {(SAP Business Workflow) .
Distrtution (ALE) make your selection from the
Tasks (SAP Business Workflow)

dropdown.
Click on the Communication
Method button.

| | | o | | | s[4 ][]

[+]
[-]

[ e [« ]

[ | ETR (13 (511) PEl | sapetr | INS
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gl 000 |00 Qe CHE f0L0 DN QR

Printing information
Logical destination

Murnber of messages
Spoal request name

Suffix 1

Surfix 2

SAP cover page Do Mot Print
Recipient PNORR
Depatrrent

Cover Page Text Inguiry Printout

Authorization
Storage Mode

WP CC yaur windaws dit printer @
Default printer defined on the PC where your GUI |

Message processing, purch. docnehts: Output

Print immediately
Release after output

Choose your printer. You

can choose from the
dropdown. Make sure

“Print immediately” and
“Release after output” are
checked.

Green arrow back to continue.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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EE @ E

Message processing, purch. documents: Output

communication method |G Processing log || Furtner data | Repeatautput | Change output

|

AASIS Support Center, Patricia Orr
Revised, August 1, 2004

Further data button.

Highlight the line and click the
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| 00 s]aH 0ee CHE f000 DN QR

Message processing, purch. docpents: Output

Creation
[ o6/10/2004 (D 10:09:10

[Reamseipowsss | Inthe Dispatch time field make

Dispatch time [end with application own transaction sure |t reads “Send W|th
() 00:00:00 Tirme to 00:00:00

application own transaction”.

Fum RYOEEEETE You can choose this from the

5 00:00:00 @@ Motprocessed dropdown_
r Green arrow back to continue.

eneral data

[¥] Manually changed Created by FH

[ Locked

2-54
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Message processing, purch. documents: Output
communication method |G Processing log || Furtner data | Repeatautput | Change output

106008220

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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List Edit Golo Seting

BdH o DHEB DDLOO FAFE @

Message Output
M4 » M E&EFEETE® Outputmessage | Display message | Message detail | Trial printout

Furch.Doc. Yendar Name 1 FGr Doc. date z
Msg. Lng Partner Role Crested on Time Time M User name Output Device Mame  F
GEOOOEOAOE 100600228 Catnip Heaven Coo B5/18/2004
vl MEU EN 1Boooo2z2o LF O6/18/2004 16:09:18 3 % PNORR YPCC your Windows dflt printer

Checkmark the box. Click on “Output
message” to print your document.

Al | I
| [ | ETR (1) (511 bel | sapetr | NS .
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You will go through the same steps as shown for the printing
of an RFQ for the Outline Agreement.

The transaction to print an Outline Agreement is ME9K.
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Maintaining a Quotation
ME47

USING THE MENU TREE GO
Logistics>Material
Management>Purchasing>RFQ/
Quotation>Quotation>Maintain

2-57
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V] |. Hio@ao DEE ShLo0 EHE @o
SAFP Easy Access

R % &8s via

[ 1 Fawnrites [«]
= {3 BAP menu []
b Office
3 Cross-Application Components
7 {4 Logistics
= (3 Materials M t .

S & rutaeng Using the menu tree:
> () Purchase Order Logistics>Materials
> [_J Purchase Requisition
I [ Outline Agreement Management>
=~ {3 RFQGuatation .

B [ Reguest for Guotation PUrCha'S|ng>RFQ/'
- i Quotation>Quotation>
7 ME47 - Maintain . .
) ME48 - Display Maintain
@ ME43 - Price Comparison or
b [ master Data .
I» [ Erwironment Type ME47 in the

[» Inventory Management

[P | Logistics Invoice Verification command ﬁeld

b 1 Physical Inventory

> [ valuation [=]

'3 gﬁ Material Requirements Planning (MRP) =

2-58
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The Procurement Process-Requisition
through Invoice Verification

Enter the RFQ number that you

wish to maintain. You can
also do a search.

Green check or enter to
continue.

2-59
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Quotation  Edit Header [tem  Enyironment
1@ e EEE DL AR @@
Maintain Quotation : ltem Overview
EEROOGE2O60 80T HEEE E

RFQ GOOOOEEEAZ RFQ type N RFQ date BE/D9/ 2004
Wendor 108000219 | Star Studded Pets Quot.dead. Ba/20/2004

Systern  Help

Quotation items

|_ ltem |Material Short text RF G quantity ... |C|Deliv. date  |Net price Fer 0. Matlgrd@|

| 10 18100035 animal food 10 E& |D{tE/29/2004 1EA (32500 E|

| ]

I ]

| You can enter the quote in the net price field.

I To enter a valid on and a valid to

| date or to enter scaled pricing highlight

| the line and click on the Item Conditions

I icon.

| I I 1 I [=]

| | | | [ [] | [-]
B L0

ltem ]

[ b JETR (13 (511) P2 sapetr NS
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VALID ON AND VALID TO DATES:

These dates refer to the duration during which the vendor’s
price remains valid.

SCALED PRICING:

Is a variation in the unit price based on the quantity ordered.
With larger quantities usually producing lower prices.

NOTE: To convert pricing on a procurement document:

Example: You ask for a quantity of 100 of a particular
material. The vendor priced the material at .0134 ea. The
system will not accommodate four decimals, so the price will
have to be converted. Enter the price at $1.34 and change the
OPU from 1 ea. to 100 ea.
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g adB e@ae CHE nnNn AE @
Create Gross Price Condition {(FB0Q) : Condition Suppiements

- e

B85 (2 b E @

09/30/2004 [@)
1073172005

valid an
Walid to

Candition supplements

CnTy Amount LInit ‘Er U... [Deletion..
1

FBOO|Gross Price (k1]
[

In the valid on and the valid to
fields enter the dates the vendor’s
price remains valid.

2-61
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Walid on

Walid to [/ 3172008

Candition supplements

CnTy Armount\
“ () \

\

EECREE LT

the scales icon.

The Procurement Process-Requisition
through Invoice Verification

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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e
=] £l
Create Gross Price Conditiqn (FB0Q) : Scales

|G| @] @ | L5 | 2] & (@&

“alidity Control data
Validity Period 09/30/ 2004 ScaleBasis L Quantity scale
Valid ta 1043142005 Check Mone
Scales
ISca\e Type _|Scale quantity U...|amount | Unit m%PricActive
From 1|ER ‘ 10.80UsD 1E& (W]
500 \ 7.080 @
1008 \ 2o @
(2

Enter your scale quantities and
amounts. Save.

[ | ETR (13 (511) PEl | sapetr | INS
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Zl 2 wNBee@ICHE SDOH8 FE @
Maintain Quotation : Initial Screen

6000000001 !

At the bottom of the screen
it tells you the RFQ number

has been maintained.

2-64
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Price Comparison List
ME49

USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>RFQ/
Quotation>Quotation>Price
Comparison

2-65
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V] |. Hio@ao DEE ShLo0 EHE @o
SAFP Easy Access

R % &8s via

13 Cross-Application Components
=7 3 Logistics
= {3 Materials Management
7 {3 Purchasing
I [ Purchase Order

[2]
[~]
Using the Menu Tree:
> [ Purchase Reguisition
> [ Outline Agreement
= {3 RFoMQuatation
[ 1 Reguest for Quotation
< {3 Quotation
2 ME47 - Maintain
) ME48 - Display
[+]
[~]

Logistics>Materials
Management>
Purchasing>RFQ/
Quotation>Quotation>
Price Comparison

or
Type MEA49 in the command
field.

2 ME43 - Price Comparisan

B [ Master Data

&> [ Erwironment
> [ Inventory Management
P | Logistics Invoice Yerification
[ 3 Physical Inventory
> [ valuation
> [ Material Requirerments Planning (MRP)
[ [_1 Semwice Entry Sheet
I [ semica Master
> [ Foreigh Trade/Custams

2-66
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Gota

Erograrm  Edit

0B e DEHEB ODLO0 AR @ m

The Procurement Process-Requisition
through Invoice Verification

Price Comparison List
gl

FPurchasing organization oE1o
Quotation

Collective RFQ 528
Wendor

Material

Comparison values
Reference gquotation

Mean value gquotation

I Minimurm value guotation

Percentage basis
Max. no. guotations per page 5

The Purchasing Organization
is required. Put in your
collective number.

The default quotations per
page is 12. That is a very
small font and would be hard

to read. Change it to 5.

i Click the execute button to
[Tinclude discounts .
[Jinclude delivery costs continue.

[ Determine effective price

Ptice computations

[l L[]
[ b JETR (13 (511) P2 sapetr NS
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The “Mean value quotation™ is the default for this
screen. When quotations are compared, the average of
all quotations entered 1s the 100% value.

Check the “Minimum value quotation” to place the
lowest quotation entered as the 100% value.

The pages that follow will use the “Mean value
quotation” method.

CLICK ON THE EXECUTE BUTTON TO
CONTINUE.
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List Edit Goto

Enyironrment

Systern Help

D0 e DHEB DDLOO AFE @

Price Comparison List in Currency USD

14 4 » Pl 7 cuctation & Material Sy Vendar | Additional info 6
Haterial Quot . : GOOBEEEO0E GOOOEaE0a1 GoODEA0a04 selelelelelafaleps z
Text Bidder: 100000220 1oeE0E204 100008219 1E00E0214 il
Qty. in base unit Coll. no. : |528 528 528 528
10180835 Wal. 25.00
animal food Frice: 5.00
5 EA Rank 1 108 %
10180221 Val
Animal Bed Price: no price ho price no price
100 E& | Rank
Total guot Val. 25.00
Rank 1 1088 %
Haterial Quot . : GEEBEEARAND . .
Text Bidder 100000206 HEAN To maintain a vendor’s
Oty. in base unit Coll. no. @ |528 X
quote from this screen,
10100035 val. 25.00 . .
animal food Price: 5.00 dOUble ClICk on thelr
5 EA& |Rank 0
associated RFQ o
10188221 Wal. ||
Animal Bed Price: no price number. [~
[0l

[ D TETR (T (5TT) = apetr [ N5
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The resulting screen show a chart summarizing the bids, with
the requested materials in the left column and vendor/RFQ
numbers above the columns.

The exception log is located below the price comparison
summary, and summarizes problems with the comparison. The
most common is a vendor/material without a quote yet
maintained.
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Quotation  Edit Header [tem  Enyironment  System  Help
BldH @ CHE a0on AE @
Maintain Quotation : ltem Overview
EERDOE2626ESHZBE T

RFQ GOOEOEEEAT RFQ type N RFQ date BE/22/ 2004
Yendaor 100000204 Pet Surplus Quot.dead. B6/29/2004

Quotation items

ltem |Material Short text RF G quantity ... |C|Deliv. date  |Net price Fer 0. Matlgr@
10 19108221 Ahimal Bed oo Ef [Dfog/o3s2004 ‘3.25 1|ES 42068 |Z|
/" &
/ |
Type in the vendors quote in the

net price field. Click the save icon.
| | [ ] =]
|| | | [ ] [-]

[+l |[«][]

ltem 10

[ D |ETR (1) (5113 P2l sapetr NS
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NOTE: You may enter pricing as shown above or you can

click on the item conditions icon (as shown on slide 59) to
enter the price. From that screen you can set the dates that the
pricing will be valid and set any scaled pricing.

Once saved, you will be taken back to the comparison page.
Once there, click the refresh icon.
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List Edit

Goto

Enyironrment

e Hi

D0 e DHEB DDLOO AFE @

elp

The Procurement Process-Requisition
through Invoice Verification

Price Comparison List in Currency USD

14 4 » Pl & Quotation & Material | & Vendor | Additional info | G
Haterial Quot . : o} Goooeaooa1 (elefeleRelelaleEs G z
Text Bidder: o 1oeE0e204 Qooan219 100000214 MEAN
Qty. in base unit Coll. no. : 528 28 528
10180835 Wal. 25.080
animal food Frice: 5.00

5 EA Rank o8 %
10180221 Val
Animal Bed Price: no price o price no price

100 E& | Rank
Total guot Val. 25.00
Rank 108 %
I 1

Haterial Quot . : 03
Text Bidder i} . . . .
Oty in base umit  |Goll. no. It will read no price until the refresh icon
10180035 wal. is clicked. You will continue to add your
animal food Price: . . .

5 EA |Rank prices as we did on the previous screens.
10180221 val. [+]
Animal Bed Price: |\ | []

[ E | I (3|

| cuotation for Normal RFQ B000000002 maintained

D |ETR (1) (5113 P2l sapetr NS

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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List Edit

Goto  Environment  System  Help
] [ CoQ LHE Do BE @0
Price Comparison List in Currency USD

14 4 » Pl 7 cuctation & Material Sy Vendar | Additional info 6

Haterial Ouot . : GAE0000A00 GO00000004 GEoEeaanat GORAA0BOE2 z
Text Bidder: 100000220 100008219 10e008204 1E00E0214 il
Qty. in base unit Coll. no. : |528 528 528 528
10100835 Wal. 25.00
animal food Frice: 5.00
5 EA Rank 1 108 %
10180221 Val 275.00 325.00 40008
Aninal Bed Price: 2.75 3.25 408
188 EA | Rank 1 83 % 2 93 % 3 1280 %
Total guot Wal. 25.00 275.00 325.00 400 00 -
Rank 1 T % 2 T % 3 91 % 4 M2 %
Haterial Quot . : GEEBEEARAND
Text Bidder 100000286 MEAN
Oty. in base unit Coll. no. @ |528
10100035 val. 25.00
animal food Price: 500
5 EA& |Rank
10100221 Wal. 333.33 ;
Animal Bed Price: no price 3.33 hdl
[ L I I[4]+]
@ Selecied guotations not directly comparable [ | ETR (1) (511} sapetr | INS o
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Evaluate the Quotes

To help you evaluate the vendor quotes, AASIS
performs two rankings: one for each material (in the
bottom left side of the cell for the material/vendor
combination), and one for each overall quote (in the
bottom left side of the cell for the total vendor quote).
The prices are compared and the lowest cost 1s ranked
as a 1, the end lowest as a 2, etc.
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List Edit Goto  Environment
Bl H e CHE DL BAE @0
Price Comparison List in Currency USD

14 4 » Pl 7 cuctation & Material Sy Vendar | Additional info 6

Haterial Quot . : (ifelelelelel i) GEEEOAAMNE4 GEEEAADAET fatalalelelofalalabes z
Text Bidder: 100000220 100008219 10e008204 1E00E0214 il
Qty. in base unit Coll. no. : |528 528 528 528
10106835 Wal. 2508
animal food Frice: 5.00
5 EA Rank 1 108 %
10180221 Val 275.00 325.00 40008
Aninal Bed Price: 2.75 3.25 408
168 EA  [Rank 1 83 % 2 93 % 3 120 %
Total guot Wal. 25.00 2v5.an 325 .00 400 06 L
Rank 1 T % 2 T % 3 91 % 4 M2 %
Haterial Quot . : GEEBEEARAND H
Text Bidder 100000286 MEAN TO enter nOtes In the
Oty. in bhase unit Coll. no. : |528 Vendor quotation notes
e EEITE .9 header text, double
animal food Price: 5.0 K .
5 EA|Rank click on the applicable
10100221 val. _ 133.31 vendor price toreturnto
Animal Bed Price: no price 3.3 d
nin] the RFQ document.
@ Selecied guotations not directly comparable -
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Evaluate the Quotes, continued

Once the RFQ bids are evaluated, you may discover the
item bid did not meet requirements and must be
rejected.
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gl 0 B ee@ CHBE OOH8 FE @

Maintain Quotation : Item 00010

GAODADARTT N 7 ] 9998
" =

Animal Bed

Cify. and date
RFQ quantity fiee Quot.dead.  06/29/2004
Delivery date [ 08/03/2004

Deadline monitaring
TrackingMo  PHORR
WVend. Mat.

From this

screen click on

QOty. conversion EA <> 1 EA the header
icon.

Quotation data
Met order price 325 usp 41 Infolpdate

2-73
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_EBBBBBBBM ﬂﬁg
_1 BEEEDZE4

Administrative fislds
RFQ date

O6/22/2004

Iterm interval
Validity start Yalidity end

Terms of delivery and payment

Payment terms oeat Currency usD
Payment in Days % Exch. rate 1.08000
Fayment in Days % Incoterms

FPayment in Days net Targ. val.

Reference data

Quotation Date GQuatation

Your reference Salesperson

Our reference Telephone

h2g
AG/29/2004

Call. no.
Quot.dead

[ Ex.rate fic

FOE  destination

The Procurement Process-Requisition
through Invoice Verification

To go into the
header text
click on the
header text
icon (the
pencil and
paper).

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Long text screen (F2) Company Code  ARK
e Eee—
Come v
108000204

Header taxts
TufType  Text
[] Leading Document Text

Leading Document Text

Mare text Status

O

[ send Quaotation to Page down to go to the
Send Quotation to vendor quotation notes.

[1 Agency contact information
Agency contact infarmation
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through Invoice Verification

_1 OHEEEZE4

Header texts
TutType Text
[] Trailing document text

Trailing document text

[] Addendum Changes
Addendum Changes

[ Wendor quotation notes

— _

I @@& | ==
Maintain Quotation : Header Texts
_ﬁﬂﬂﬂﬂﬂﬂﬂm ﬂﬁg -EBD
Docurent Type 1

a0 a8 FEE @ o

-BEWB

O

Mare text

Type the reason for
vendor to be disqualified
in Vendor quotation
notes.

Double click in the field
to bring up more entry
space.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Text Edit Goto Farmat Inser
EE \Q@Ql@tﬂl%ﬁ@ﬁﬁl@l@
Change Vendor quotatiot notes: Language EN

G| ¥ B R & Fomats | charsbterFormats | 91 | B &2 s B | o2 B4

Parag.Formats * Paragraph, left-asligned E Char.Formats g

endor could not meet delivery frequirements. = =

Once you have finished the entry, back
arrow twice. Click the save icon.

<
4 13

[ D |ETR (1) (5113 P2l sapetr NS
2-77
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Delete shit+F2 B @ | D HE BN a5 BRE @0
Resetdeletion ind.
Block Cirl+Shift+F 2

Change display

Selections 3

_BB."11 {2004
_BBHSJZBM

Fastchange
Back ]
Cancel

| itern[Material teat RF @ quantity 0. |c/Deliv. date

e

o 1e100222 . 10 ma boomioons  6.8D  160K65200 []
[-]

5 Dlog/2a/2a04

If you accept one item on a document
but disqualify another item from the
same document you can block that
item from being referenced in follow-
on documents. Highlight the line you
want to block and go to Edit>Block.

2-78
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v|< 0 @@ DHE anhoan BE @m

[@2] Maintain Quotation : ltem Overview

[lem |RFQguantty |0 |ODeiiv. dale [Netprice  |Per_ |0 [Matigroup Pint [Soclp [T.. |
bjps i28 12004

e

If you scroll over, you will see a lock
under the “D” column showing that
item to be blocked.

Green arrow back to price
comparison screen.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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List Edit

Edit Goto Enitohment

2 J0 e@g0 CHR 8000 HE @M
Price Comparison List in Currency USD
14 4 » Pl 7 cuctation & Material Sy Wendar | Additional info 6

\ <]
Haterial Quot . : (ifelellalele) ki) GEEEOAAMNE4 GEEEAADAET fatalalelelofalalabes [l
Text Bidder: 1epEEE230 100008219 10e008204 1E00E0214 il
Qty. in base unit Coll. no. : |528 528 528 528
10106835 Wal. 2508
animal food Frice: 5.00
5 EA Rank 1 100 %
10180221 Val 275.00 40008
Aninal Bed Price: 2.75 408
168 EA  [Rank 1 83 % 3 120 %
Total guot Wal. .oa 2v5.an 325 .00 400 06 L
Rank 1 % 2 T % 3 91 % 4 M2 %
Haterial Quot. Ligujelelalcleleloles \ ‘ |
Text Bidder 100000286
Oty. in base unit Coll. no. : |528
lick on th llow arrow up to exit
10100035 val. C.C © e}’e (O EIENT TP U0
aninal food Price: this transaction.
5 EA& |Rank
10106221 Wal. 333.33 ;
Animal Bed Price: no price 3.33 Ad
[ L I I[4]+]
@ Guotation for Normal RFQ 6000000001 maintained [ IETR (11 (811) sapetr | INS o
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Chapter 2

Outline Agreements

The Procurement Process-Requisition
through Invoice Verification
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Create An Outline Agreement
ME31K

2-82
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 Create an Outline Agreement with Reference to a
Requisition

» Create an Outline Agreement with Reference to an RFQ

* Create an Outline Agreement without Reference to another
document.

ME32K — Change an Outline Agreement

ME35K — Release an Outline Agreement

MEO9K — Print an Outline Agreement



An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

Create An Outline Agreement From
An RFQ
ME31K
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Outline
Agreement>Contract>Create

2-83
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An Outline Agreement is a contract created between the State
and a vendor for the intent to purchase an estimated quantity of
materials/services for a predefined unit price for an estimated
target value over an extended period of time. Outline
Agreements establish the intent to purchase, but are not a
commitment to purchase; these documents, therefore, do not
commit budgetary funds.

There are two types of Outline Agreements in AASIS.

NV-This type is considered complete when release orders
totaling the specified value limit of materials/services is
reached.

PV-This is the same as an NV-type, but is used for
Professional Services only.
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through Invoice Verification

a0 a8 FEE @ o

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu
b Office

=]
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
I [0 Purchase Order
[» [CJ Purchase Requisition
=2 {3 Outline Agreement
[

< {3 Contract
2 ME31K - Create
2 ME32K - Change
) ME33k - Display
2 ME34K - Maintain Supplement
) ME3AK - Release
> 1 Follow-0n Functions
b [ Messages
[ [ Scheduling Agreement
> 1 List Displays
B [ Reporting
b [0 RFQQuatation
B [ Master Data

Using the menu tree:
Logistics>Materials
Management>Purchasing>
Outline Agreement>
Contract>Create

or
Type ME31K in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Outline agreament  Edit Header [tem Ervironment Systern  Help

[ afd B I@a@ S EEIS DO EE @D

Create Contract : initial Screen

A2 {3 M [ Referenceta PReq  [] Reference to RFQ

Wendor

Adreementtioe w Entries on the screen
Agreement date OE/ 2372004 ) A t t
Agreement are: greemen ype

(will default to NV),
Organizational data Agreement date (Wl”
Furch. Organization og10
PuliliEEi coe default to current date),
Purch. Organization,
Purchasing group,

Default data for items

ltem categary .
Acctassignmentcal U Acct. assignment cat.
— and Req. Tracking
Storage Location
Material Grou Number.

4

Req. Tracking Mumber  phorr|
Yendaor sub-range

Click the Reference to
RFQ button to continue.

[] Acknowledoment reqd

[ b JETR (13 (511) P2 sapetr NS
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Outline Agreements should always be created using account
assignment category U. The release Purchase Orders specify
the accounting information when they are created, allowing
maximum flexibility.

Outline Agreements may be created using plant = blank. This
way, release Purchase Orders can be created both for inventory
replenishment and consumption.

Statewide Outline Agreements must be created using
purchasing organization 9999.
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Create Contract : initial Screen

_BE#23#2994

Crganizational data -BDDDDDDDD ::
[ | Enter a known RFQ

Furch. Organization

L number or use the
Default data for ftems matchcode search
MDD GEEF) to locate one.
Acct assignment cat. U
Brant Green check to
Starage Location Continue_

Material Group
Req. Tracking Nurnber  pharr

Furchasing group cen

Yendaor sub-range

[ Acknowledgment regd

2-86
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Contract  Edit Header Item  Environment

Systern  Help

The Procurement Process-Requisition
through Invoice Verification

@ 3

JH o CHB ODO0IRE @ o

Create Contract : Header Data
S D

Agreement Company Code
Aareement type Wy
Wendar 100080204 Pet Surplus

ARK

Purchasing group
Purch. Organization

cog
OE1e

Administrative fields
Agreement date

Walidity start 09/01/2004  walidity end

O6/23/2004  |tern number interval

1@
08/31/2005 Language

Terms of delivery and payment

Payment terms nog Targ. val. usp
Payment in O days B.BO0 % Exch rate 1.080800 [ Exrate
FPayment in 0 days B.BEBE % |ncoterms FOB destination

Payment in 0 days net

Reference data

Quotation Date Guatation

Your reference Salesperson

Our reference 5T < ol

Suppl. vendor Invaicing party

100000204

The Validity start and
end dates will default
from the RFQ. You
can make changes in
the Payment Terms.
The Our reference
field is required. This
is a 2 or 3 character
purchasing code.

Green check to
continue.

| validity period taken from RF@Q (Flease check)

b JETR (13 (511) P2 sapetr NS

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Information you entered into the fields on the initial
screen will default into this screen.

The “our reference” field must be populated to complete
the outline agreement. Enter “ST”.

NOTE: If the outline agreement is a “PV” type (an
outline agreement for professional services), you would

enter “PSC” .

The our reference code entered defaults to the release

Purchase Orders.
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g 8aH ©@e -0k D000 BD 06

Create Contract : Overview: Reference Document items

Adopt + details | [y

GONADEER1 o 02272004
108009204 usp |

: U

Select the RFQ/RFP items you wish
to include on your Outline Agreement
by clicking on the box to the left of the
item/items.

Click the adopt icon to copy all
selected RFQ/RFP item/items to your
Outline Agreement.
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e
=]
Create Contract ; item Ovelview
B0 0 a6~
MY OG/23/2004
106006204 usD
ltem u Iaterial Shaorfgtext Targ.gy Q. Netgrice Per ... {Matl group |Pint
10 U101 86221 Animpl Bed THEEA 3251 EL (42068 0009/ [[«]
T -]
30 U
40 i
1] i 3 . )
g | The item from the RFQ has been copied into the
e Outline Agreement.
AT The target quantity can be changed.
ﬁg E Click save to save your Outline Agreement. 5
128 | U =]
L4]lr] L]

[ | ETR (13 (511) PEl | sapetr | INS
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g 8aH ©@e LHE anos NE @

Create Contract : initial Screen

| [ Reference to PReq || (] Reference to RFQ |

_BE#23#2994

Agreement

Crganizational data
Furch. Organization

Furchasing group cen

An Outline Agreement was
created under the number 4600000000

Default data for iterns
ltem category

Acct assignment cat.
Flant

Storage Location
Material Group

Red. Tracking Murnber
Yendaor sub-range

[] Acknowledoment reqd

@ Term Contract created under the number 4600000000

2-90
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Create An Outline Agreement From
A Purchase Requisition
ME31K
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Outline
Agreement>Contract>Create

2-91
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a0 a8 FEE @ o

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu
b Office

=]
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
I [0 Purchase Order
[» [CJ Purchase Requisition
=2 {3 Outline Agreement
[

< {3 Contract
2 ME31K - Create
2 ME32K - Change
) ME33k - Display
2 ME34K - Maintain Supplement
) ME3AK - Release
> 1 Follow-0n Functions
b [ Messages
[ [ Scheduling Agreement
> 1 List Displays
B [ Reporting
b [0 RFQQuatation
B [ Master Data

Using the menu tree:
Logistics>Materials
Management>Purchasing>
Outline Agreement>
Contract>Create

or
Type ME31K in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004

2-92




' An AASIS Training Guide

The Procurement Process-Requisition
through Invoice Verification

JH I &GO 2 EE EE @ E

Create Contract : initial Screen

| [ Reference toWeq || (] Reference to RFQ |

1008080224 [o)

_BEHHEBM

Crganizational data
Furch. Organization
Purchasing group coe

Default data for iterns
ltem category
Acct assignment cat.
Flant

Storage Location
Material Group

Red. Tracking Murnber
Yendaor sub-range

[] Acknowledoment reqd

Required fields include the vendor
field, purchasing organization and
purchasing group. Default data
will populate from the Requisition.
Click on the Reference to PReq
to continue.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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The Procurement Process-Requisition
through Invoice Verification

Create Contract : initial Screen

| [ Reference to PReq || (] Reference to RFQ |
_199099229

_BEHHEBM

1 oa0eE0373 [a)

Crganizational data
Furch. Organization
Furchasing group

Default data for iterns
ltem category
Acct assignment cat.
Flant

Storage Location
Material Group

Red. Tracking Murnber
Yendaor sub-range

[ Acknowledgment regd

Enter the Purchase
Requisition number or
do a search for the
desired number. Enter|
or green check to
continue.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Create Contract : Header Data

_1 BEEEE22A

Administrative fields

Agreement date 0871172804 Itern number interval 10
Walidity start 107172004 Walidity end 09/30/ 2004 Language EN

Terms of delivery and payment

Payment terms oaE Targ. val. Enter the Val|d|ty Start and

Payment in O days B.BO0 % Exch rate 1.08860

FPayment in 0 days B.BEBE % |ncoterms FOB destination end dates' The our

Payment n 0 daysnet reference field in required.
r “ST” means State Term

Reference data

Guotation Date GQuotation ContraCt- Enter or green

Your reference Salesperson check to Continue_

Our reference 5T Telephone

Suppl. vendar Imvoicing party 100006220

°Make an entry in all required fields

2-95
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BlaH eaa EHRE ODL0 I FAE @&

Create Contract : Selection List: Purchase Requisitions

Adopt + details
Furch.req. |(itern YMaterial Short text Fint |SLoc| [A |ClL |Gty Un |C|Deliv. date
100000037310 0100238 Fet Carrier 9999 =) U = 500 . 008 EA

Highlight the item or items and click on

the adopt icon.

M e [« [

[ | ETR (13 (511) PEl | sapetr | INS

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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HIe@@ CEE SODA0 EE @M

Cregte Contract : item 00010

Target guantity
Met order price . EA Price date
Gty. conversion

Other data
TrackNaMo  PNORR

GRIIR control
Underdel. fol
Owerdeliv. tol.

Ee— Enter the Net order price. Enter or
green check to continue.

°Make an entry in all required fields
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HIe@@ LR Anan EE @M

Create Contract : item Overview

EEEEET

MY He/1142004

106006220 usD
ltem u Iaterial Shortt&d ro. Q. Netgrice Per (... \Matl group |FPlnt
o U101 86230 Pet Cartier SOOES 5. 00f EL |D4006 0999 Z|
20 \ -]
30 \
40 ‘
1]
50 From this screen you can access
;3 the item texts screen. Highlight
an the item and click on the pencil and
100
e paper. -
120 [+]

] I e D

14

[ | ETR (13 (511) PEl | sapetr | INS
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g i B eae CHE nnNn RE @
Create Contract : Texts for Iteng 00010
B Lnates @ b

101068230 04000 -9999
Sutes  pecwmer | =

Iterm texts
TufType  Text
[] material Master Text

Pet Carrier, Large

Mare text Status

From this screen you can add to or
change the item specifications.
Green arrow back to return to the
overview screen.
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7] I

Bodaaw s

1000EE220

Item Material Sho

m

The Procurement Process-Requisition
through Invoice Verification

H Ca@ CE R anon EE @

Create Contract : item Overview

Ag/M1/2004
UsD

NY

Per ... {Matl group |Pint

1t tesd
—

Q. Netgrice

10186230

Fet Carrier

ap:le] iyl Ef [B40EE (efelele]

20

30

40

50

La1e]

7

an

To check if the delivery was

90

100

brought over from the

110

requisition, click on the

120

L] T [4]D]

truck icon.
[ad[]

[ | ETR (13 (511) PEl | sapetr | INS

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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JH I Sa@ & EE anaa EE @

Create Contract : item Overview

N B8/ 1172004

10000220 usn
ltem u aterial Shortt&d Tw Q. Netgrice Fer ... |Matl group |Plnt
1 U10100230 Pet Carrier GOOEA 5.00[ Ed (4008 agag Z|
20 [-]
30
40
50
(2]
70 For pricing details, Highlight the
a item and click on the item
T8 conditions icon.
110 [~]
120 [+]

[4][] [ad[]

[ | ETR (13 (511) PEl | sapetr | INS

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Walid on

Candition supplements

10401 /2004
Walid to BQ#BB#EBBE[@

The Procurement Process-Requisition
through Invoice Verification

S/ CE@ R Anan EE @

Change Gross Price Conditio

|6 s @A 0

{PB00) : Condition Suppiements
N5 5 | 2] | |

CnTy Amount

LInit 2

FBOO|Gross Price

5.00

(k1]

Change the Valid on and the Valid to
dates to match the validity period of the
Outline Agreement. Save your change.

EEEREE .G

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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e

=] £l

Create Contract : item Overview

BEEEBOGS

NY Ag/M1/2004
10000E220 UsD

lterm J Material Shiprt texdt Tw [ Netgrice Per ... |Matl group |Plnt
10 U10100230 Pef Carrier GOOEA o, oaf EA 04000 agag
20
30
40
50
60
70
50 Click save to save the outline
fEB agreement.

110
120

L] T [4]D]

[ | ETR (13 (511) PEl | sapetr | INS
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Create An Outline Agreement
Without Any Reference Document
ME31K
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Outline
Agreement>Contract>Create

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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a0 a8 FEE @ o

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu
b Office

=]
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
I [0 Purchase Order
[» [CJ Purchase Requisition
=2 {3 Outline Agreement
[

< {3 Contract
2 ME31K - Create
2 ME32K - Change
) ME33k - Display
2 ME34K - Maintain Supplement
) ME3AK - Release
> 1 Follow-0n Functions
b [ Messages
[ [ Scheduling Agreement
> 1 List Displays
B [ Reporting
b [0 RFQQuatation
B [ Master Data

Using the menu tree:
Logistics>Materials
Management>Purchasing>
Outline Agreement>
Contract>Create

or
Type ME31K in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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% |. H o @@@ &R anas HEE @
Create got ; initial Screen

™&ey || [ Refersnce to RFO
_1 Qooaoza3

Ageementtpe MY
_BSH 242004
Ageement The required fields are the

Crganizational data Vendoln p.UrChaSing .

Purch Organization 9610 organization and purchasing

Furchasing group cen group
Tmmun T Default data is not required on

e this screen, but will populate

Pocassnmentest | the required fields within the

Storage Location Outline Agreement. Enter or

i) N green check to continue.

Req. Tracking Mumber  phorr

Yendor sub-range | @

[] Acknowledoment reqd
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Administrative fields

Agreement date 0871272004  |tern number insNgal 1@
Validity start 104172004 Yalidity end &

Terms of delivery and payment
FPayment terms oagat Targ. val.

i
Payment in 0 days B.008 % Exch.rate 1.ARAAE Enter the Va|idity start and
FPayment in 0 days B.BEBE % |ncoterms FOB destination
end dates. The Our
Paymentin 0 days net . B .
reference field is required.

Reference data , Enter ST for State Term-

Quotation Date Guatation
Your reference Salesperson Ente.r or green check to
our reference 5T Telephone continue.

Suppl. vendar Imvoicing party 100006203

°Make an entry in all required fields
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g adB e@ae CHE nnNn AE @

Create Contract : item Overview

Qlaa

NY BB/ 1272004
10000R203 usn

ltem u aterial Shortt&d Tw Q. Netgrice Fer ... |Matl group |Plnt
10 10100228 1000 5.00 0999 Z|
20 m FECEINEE
30 (] 3993
40 (] 9999
50 (] 9999
(2] i 0999
i i 3939
t=1e] i 3939
s i Enter the material number, =
100 (] . . 9999
TRl Target quantity and Net price. 5008 ]
(AT Enter to continue. 009g] [+]

[4][] [ad[]

[ | ETR (13 (511) PEl | sapetr | INS
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HIe@@ LR Anan EE @M

Create Contract : item Overview

B (@

Y 06/12/2004
100040203 usD
ltem u Iaterial Shortt&d Tw Q. Netgrice Per (... \Matl group |FPlnt
10 U[to1aa220 Doghouse 1, DBG[EA 5 00t E4 [D4omm  [poog| [«
20 U g004| =]
30 U EEEE
40 U FEEE
50 M oo
60 m EEEE
70 m EEEE
a0 m EEEE
e | b To enter header text click on L
g0 | |u . oo
T the hat icon. 955 []
120 | [ 5999 | =]
[«][v] [«][v]

[ | ETR (13 (511) PEl | sapetr | INS

AASIS Support Center, Patricia Orr
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= M R e e s B s N2 N
Create Contract : Header Data

ARK CA [
Wi o610
pEOOO2a3
Administrative fields
Agreement date 08/ 1NZ20804  Itern number interval 10
Walidity start 10/01/ 04 validity end [09/30/ 2005 Language EN
Terms of delivery and payment
FPayment terms oo Taro val {[=4)]
Payment in 0 days 000
Payment in 0 days 0.080
Payment in 0 days net
T a— Click on the header text icon (the
Quotation Dats paper and pencil).
Your reference
Our reference 5T
Suppl. vendor

[ | ETR (13 (511) PEl | sapetr | INS
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Create Contract : Header Texts

_1 OHEEEZE3

Header texts
TufType  Text
[] Leading Document Text

Leading Docurnent Text

Status

1 | From this screen you
can enter leading
document text, invoice
o | address and agency
contact information.
Page down to enter

LI | further information.
Green arrow back to
continue.

[ Invoice Address
Invoice Address

[1 Agency Contact Infarmation
Agency contact infarmation

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Create Contract : item Overview

Qlaa

Ny 08/12/2004
100008203 uso
ltem |l |AMaterial Shart text rg. Q... \Met price Per (... \Matl group |FPlnt
il 1,000 5001 E4 [«]
20 U g9as| =]
30 m aa9g
40 I 0999
50 M 0999
50 I 9099
| To enter item text highlight 2
30 I . . 3399
T the line and click on the o
fes | u pencil and paper. paag
110 | U 59999| <]
120 | U EEEEINES
(] (D]
10

[ | ETR (13 (511) PEl | sapetr | INS
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@@ =06 Do EE @ o
Create Contract : Texts for Ite
B Lnates @ b

1010082208 04000 -9999
Sutted  comeuse | =

Iterm texts
TufType  Text
[] material Master Text

Doghouse, large size, colar brawn

Mare text

Status

From this screen you can
change or add to the material

master text.

Green arrow back to continue.

2-113
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Create Contract : item Overview

Bodaaw s

MY Og/1242004
106006203 usD
Item u Material Shortt&d Tar| Q. Netgrice Per ... {Matl group |Pint
o U101 86220 Coghause 1, UBBEA 5. 00f EL |D4006 0009/ [[«]
20 | [u 30ad| [
30 U 3939
40 i 3999
1] i 9999
(510} { 0999
70 { 9999
e [p To add a delivery address click =
5 0 oa a aelivery aaaress clic —
IR on the delivery icon (the truck). GEEH
118 { 9989| [[4]
120 { 9999 [+]
L4]lr] L]
10
[ |ETR (1) (511) P2l sapetr | INS

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Met order pric
Gty. conversi

Searchterms
Search term 172

il deiE Street address

District
| Postal codefCity

|
GRIR cantrol | =g e

Underdel. fol

StreettHouse number

The Procurement Process-Requisition
through Invoice Verification

compary
DFA
DFA Building

DF& BUILDING

1509 West Tth Street
PULASK]

T2z2m LITTLE ROCK

us usa Region 4R Atkansas

Time zane
Owerdeliv. tol.

Tax code PO box address

PO Box
Postal code

Company postal ¢

Enter the address number or do a
search to locate the number. Click on
the adopt button to continue.

Iz‘ A |@ Reset || Repeat address an H Repeat address off ||z|

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Bodaaw s
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e

T 68/12/2004
100000203 USD
ltem u Iaterial Shart t Tw Q. Netgrice Per (... \Matl group |FPlnt
0 ufta1aozz20 Doghose 1 00a|EA 5 00 En [p40on  9009| [«]
20 U goas| =]
30 U 59993
I U 9999
50 U o999
fi0 m 999
i m 993
&0 m 993
" Click the Save icon to save -
EEAT your Outline agreement. a0s] -]
120 | U 5004 ]
[«][v] [«][v]

[ | ETR (13 (511) PEl | sapetr | INS

AASIS Support Center, Patricia Orr
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v |. H o @@@ &R anas HEE @
Create Contract : initial Screen

| [ Reference to PReq || (] Reference to RFQ |
venor 3

_BEHNEBM

Agreement

Crganizational data
Furch. Organization

Furchasing group

Default data for items

ltem category
Acct assignment cat.

oo Locaton 5688 The Outline Agreement number
Material Group W|" appear at the bOttom Of the

Req. Tracking Nurnber screen.

Yendaor sub-range

[] Acknowledoment reqd

& Term Contract created under the number 4500000001

2-117
AASIS Support Center, Patricia Orr
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Approve/Release an Outline
Agreement
ME35K
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Outline
Agreement>Contract>Release

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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glvesd  wlal @0 DHEB D00 DD @6

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu
b Office

7 {4 Logistics
=2 {23 Materials Management
= {3 Purchasing
I [0 Purchase Order

< {3 Contract
2 ME31K-
2 ME32H -
) ME33K -
2 ME34K -
) ME3AK -

[ [ Reporting
b [0 RFQQuatation
B [ Master Data

3 Cross-Application Components

[» [CJ Purchase Requisition
=2 {3 Outline Agreement

Create

Change

Display

Waintain Supplement
Release

> 1 Follow-0n Functions
b [ Messages
[ [ Scheduling Agreement
> 1 List Displays

[4]
i
[4]
[=]

Using the menu tree:
Logistics>Materials
Management>Purchasing>
Outline Agreement>
Contract>Release

or
Type ME35K in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Release (Approve) Purchasing Documents

=
@
=]

@
@

AASIS Support Center, Patricia Orr
Revised, August 1, 2004

Enter Release code
“AG” for agency
approval. Enter
Release group “A1” for

Enter a known Outline

Agreement number or
use the matchcode
search to locate one.

Click the execute icon
to continue.
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List Edit Goto  Enwironment

Help

B dH e EHER ODhLoa HAE @m

The Procurement Process-Requisition
through Invoice Verification

Release Purchasing Documents with Release Code AG

& Releaze  Cancelreleaze Release strat || Releasze + save | (53 Print preview

Contract Type Yendor
Release strategy

Name
Release indicator Re

PGp Aomt. date
age option

Lgreemen

AT1A4 Agenc\ DA

WY 1B000A284 Pet Surplus
tart09/01 /2004 Agreement end 08/31/2005

5 Blocked Rel

Coo af/23/2004

ase possihle

1«10

Save Button.

Highlight the Outline Agreement
number and click on the Release +

E1D

D |ETR (1) (5113 P2l sapetr NS

AASIS Support Center, Patricia Orr

Revised, August 1, 2004
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Release (Approve) Purchasing Documents

-

i
-

You will receive a message that the
release was saved.

2-122
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Change An Outline Agreement
ME32K
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Outline
Agreement>Contract>Change

2-123

AASIS Support Center, Patricia Orr
Revised, August 1, 2004

The fields that you are allowed to change on an outline agreement are
dependent on the status of the outline agreement.

Outline agreements that have not yet been transmitted to the vendor can
be changed without restriction.

However, for outline agreements that have already been transmitted to
the vendor, the buyer must determine that status of the outline
agreement.

Any changes applied to the outline agreement at this time must be
considered an amendment. It is imperative to communicate all changes
to those parties who may be affected by the change.

All changes should be entered in the “Change Order” text field located
in the document header. Only changes that are placed into this field will
print. Examples of changes could be item, material info, invoice
address and contact person.

If the business situation changes, a change in the contract is required.
Change could include price, delivery terms, conditions, length of
contract, etc.
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a0 a8 FEE @ o

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu
b Office

=]
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
I [0 Purchase Order
[» [CJ Purchase Requisition
=2 {3 Outline Agreement
[

< {3 Contract
2 ME31K - Create
2 ME32K - Change
72 ME33k - Display
2 ME34K - Maintain Supplement
) ME3AK - Release
> 1 Follow-0n Functions
b [ Messages
[ [ Scheduling Agreement
> 1 List Displays
B [ Reporting
b [0 RFQQuatation
B [ Master Data

Using the menu tree:
Logistics>Materials
Management>Purchasing>
Outline Agreement>
Contract>Change

or
Type ME32K in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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CAange Contract : Initial Screen

4600000000 ()

Enter a known agreement number,
or use the matchcode to find one.
Click the green check to continue.

2-125
AASIS Support Center, Patricia Orr

Revised, August 1, 2004
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gl 8]aB G CHB HDOD FAFIE
Change Contract : Initial Screen

If the contract has already been released,
you will receive this informational pop-up

box. Green check to continue.

2-126
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Change Contract : item Overview
snaoe

4GO00000A0 NY BE/23/2004
100paa2E4 ush
ltem |l [AlMaterial Short text Targ. 0. Metprice Fer ... |Matl group |Plnt
U 98 («]
20 U 42068 [9g9d| (=]
30 (i 42068 05999
40 (i 42068 0999
50 (i 42068 9999
(2] i 42068 0999
L The target quantity was changed from 42088 9999
t=1e] i 42068 3939
ae M 100 to 90. 42066 (3999
e T Select the item by clicking on the box oni |
110 i q q q 42068 0999 |E|
T to the left of the item and clicking the 088 5095 <]
D] change item details icon. (The Puzzle LD]
looking icon).

[ | ETR (13 (511) PEl | sapetr | INS
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EE @ E

Ngoaoaoan O i
42068 | 19999

Ciuantity and price

=[]
ket order price 3.25

Target guantity

=0 12¢31/9999

Price date

Gty conversion 1 EA =-=

Other data

Trackingdo  PNORR
Wend. Mat.

GRIIR control
Underdel. fol
Cwverdeliv. tal. 5 ¥
Tax code

The quantity is now 90. An over
and under delivery tolerance of 5%
has been entered.

Click on the header icon to
continue.

2-128
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Revised, August 1, 2004




An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

Contract  Edit Header ltem

Enyironment

B dBeE@e R nnan B @m

Change Contract : Header
A8z 2@ &S

Agreement 46000000008 Company Code ARK Furcha roup CBB
Agreament type i Purch. Organiza 0610

Wendar 100080204 Pet Surplus

Administrative fields ]

Agreement date 06/23/2004  |tern number interval 10 The Valldlty

“alidity start 09/01/2004  walidity end 083112005 Language EN
start and end

Terms of delivery and payment dateS can be

FPayment terms oagat Targ. val. uso Changed

Payment in O days B.BO0 % Exch rate 1.080800 [ Exrate

FPayment in 0 days B.BEBE % |ncoterms FOB destination These dates

Payment in 0 days net indicate the
period for which

Reference data

Quotation Date Guatation the ContraCt

Your reference Salesperson will be in force_

Our reference 5T Telephone .

Suppl. vendor Invaicing party 106000204 .CIICk the save
icon to save you
changes.

[ D |ETR (1) (5113 P2l sapetr NS
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NOTE: If the validity periods for the contract change, it will

also be necessary to change the pricing conditions validity

periods.
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Change Contract : Initial Screen

4600000000 5!

You will receive a message that the outline
agreement was changed.
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Chapter 3

Purchase Orders

2-131
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Create A Purchase Order
ME21N

2-132

AASIS Support Center, Patricia Orr
Revised, August 1, 2004

 Create a Purchase Order with Reference to a Requisition
 Create a Purchase Order with Reference to an RFQ

* Create a Purchase Order with Reference to an Outline
Agreement

* Create a Purchase Order without Reference to another
document.

ME22N — Change a Purchase Order

MEO9F — Print a Purchase Order
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Create A Purchase Order With
Reference to a Requisition
ME21N
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Purchase
Order>Create>Vendor/Supplying
Plant Known

2-133
AASIS Support Center, Patricia Orr

Revised, August 1, 2004

A purchase order is a legal document used to initiate an
individual purchase with the vendor or arrange for a
delivery based upon a prior agreement (release purchase
order from an outline agreement. The purchase order
identifies specific materials/services to be purchased as well
as the negotiated terms, conditions, and pricing. It also
provides the vendor with a reference document to be used
on shipping documents (goods receipt) and invoicing
documents (invoice verification).
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a0 a8 FEE @ o

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu
b Office

[]
=]
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
= {3 Purchase Order
= {3 Create
@ MEZ1M - YendornSupplying Plant K
[]
[+]

2 ME25 - Vendar Unknawn
@ MESS - Via Requisition Assighmen|
2 MESS - Autornatically via Purchase
17 MEZ2M - Change
172 MEZ3M - Display
@ MEZ4 - Maintain Supplement
1) MEMASSPO - Mass Maintenance
I [ Release
[P3 List Displays
B [ Reporting
B [ Inbound Delivery
> 1 Follow-0n Functions

0 00 [

Using the menu tree:
Logistics>Materials
Management>Purchasing>
Purchase Order>Create>
Vendor/Supplying Plant
Known

or
Type ME21N in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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g diB e@@ LHHE tOos R @
Create Purchase Order

Documment overviewson | @ | @ Print prewew” Messages | Personal semng|

Btandard PO g 06/ 23/2004
5. ltern A |l |MatNjal Shortrad FO uu&tih‘r 0. |CDeliv. date Netgrice curr.... Per_
[+]
\ [~]
To reference (in this case) a requisition,
click on the Document overview on
button.
| | [ T | [4]
IM rmiaterial [~]
T e O

Default values

Mew itern ] -

[ | ETR (13 (511) PEl | sapetr | INS
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Create Purchase Order

‘ @ | @ anprewew” Messages | Personal senmg|

el SlENER

Standard PO

w

Item |A |l

B

Material

Short te:

=

FO uuant\y Q..

Click on the selection variant icon.

(2]

Mew item

Default values

3 [ —

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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IH oG DRE SDL8 I HE @@

Create Purchase Order

‘ @ | @ anprewew” Messages | Personal senmg|

L s ST TIESTE
Purchase orders
Reqguests for quotations
Contracts
Scheduling agreements
General purchasing docurnents

Standard PO g

S.[ltem |A

Material

Short text

PO guantity Ll

Purchase requisitions <«
Ity purchase orders
Purchase orders on hold

Ity purchase reguisitions

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Erogram  Edit Gt

(7 Bl H @@ CHE aDLO0 BAE @
Purchase requisitions
@ G20 A

: If you do not know the purchase =
General selections .
Max. ro. of hits 5800 requisition number select the open
(e only and released only boxes. Enter
[w]Released only h . d
[ Assioned, open, and released yOUr pUr.C aS|ng g_rou.p an .
purchasing organization. Click on
PN ST the execute icon to begin the search

Mame of regquisitionetreques

1«10

S (GEEUES for open and released purchase

Purchase reguisition number 108000003 requisitions that were sent to you for
Reaulrement Tracking Number subsequent document creation.

[tern number

Document type

Purchasing group oo If you know the number simply b
Purchasing organization g0 g

[Pe— type the. PR pumber in the

Mame of processar appl’oprlate field.

Fixed vendor
Account assignment category

Click the execute icon to continue.

Cutline agreement number
[ L

| - ,
-138

=)
N

[\

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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I aooal FHE @m

Create Purchase Order

‘ @ | @ anprewew” Messages | Personal senmg|

S TIESENEY

Purch.req.Req. ite?

Standard PO g

= Es [tem [a

Material

Short text

PO guantity Ll

I [51i1000000360

Highlight the purchase requisition number

and click the adopt icon.

L

=N Default values

Bl ] =]
b= e item
| [

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Create Purchase Order

Documment ovengaw off ‘ @ | @ anprewew” Messages |

Personal setting |

Standard PO =] 100000223 Cats F’rEfE
|= S.(ltern |A || |Material Short text PO guantity o]
10 K 16100221 wnimal Bed 10N
el I B TE RS Y
Purch.req.Req. iterm
> B 1000000360 3 000000000
= = 2 Default values
g -~
Click the Document overview iod | Delivery | Invaice ~ Condi
off button.
et 2}
CnT Name Amount Croy  |per (UL |Conditio
?hss Price uso 1E8
Het'alue 0.8e UsD 1E8
NEYH Non-Deductible Tasx o600 UsDh
Tax o.o0 UsDh 1E& E
Met including tax & 0.08 UsD 1ER !z‘
R[]
Io Met price must be greater than 0 [+ | ETR (13 (511) =] sapetr | INS

2-140
AASIS Support Center, Patricia Orr
Revised, August 1, 2004




An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

g uliB @@ LHE ODhLN R QE
Create Purchase Order

| @ | @ Print preview || Messages | Personal setting

Standard PO =] 100000223 Cats Prefer O6/23/2004
Communication NS
Salesp n | Your reference
Telephone Our refarence
Language EN
The purchase order consists of three
— sections. The header section, item —r
ek | weeeazt| overview section and the item detail usb_ 1
. usD
section. =
usp
yd usD [+]
r usD [=]
s e
= Default values

[ | ETR (13 (511) PEl | sapetr | INS
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Furchase order  Edit Goto  Environment  Systern Help
A B e ICHER DL IFAFE @
Create Purchase Order

Docurment overview on | [ 55 Hold go | & (3 Printpreview | Messages Personal setting

[ewr| Standard PO ] vendor 100000223 Cats Prafer Doc.date | 06/23/2004

Deliverfinvoice | Conditions || Texts | Address ' Communication | Parners | Additionaldata | Oro.. ||, [C[ ]
Restrict Walue Range (13

Salesperson “Yendorz by Class ' wendors Purchasing k “Yendors by Material | | " E m
Telephone
Language Search term
Postal Code
City
g Jitern_|a [1| Mame *cals*prefer* urr...[Per [T

'ih g K Wendor

Purch. Organization li‘ 0810

Subseq. setflement

L[| 1]

K Maximum na. of hits 500 <[]
CIE e

itern detail

[ b JETR (13 (511) P2 sapetr NS
2-142
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VENDOR SEARCH (IF VENDOR DID NOT DEFAULT
FROM THE REQUISITION).

Click in the vendor field and click on the matchcode icon to
the right of the field. It will bring up your vendor search
screen.

1. Click on the icon to the far right. It will bring you a list of
all the tabs from which you can do your search. Click on
the Vendors: Purchasing Tab.

2. Using your asterisk as a wildcard, type in the vendor’s name
you want to search for.

3. Put in your purchasing organization number. This will
bring in the vendors assigned to your agency.

4. Green check to continue.
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Edit

order Goto  Environment

B aH e ESEHE DO HEE @
Create Purchase Order

Docurment overview on | [ 55 Hold go | & (3 Printpreview | Messages Personal setting

Eurct

[ewr| Standard PO ] vendor 100000223 Cats Prafer Doc.date | 06/23/2004
E Deliveryinvaice E Conditions k Texts ﬁ Address  Communication k Pariners k Additional data k Org... Ih
Salesperson Your reference
Telephong Our referance
Language EN
- // Wendors by Class . # Wendors: Puichasing k Wendors by b aterial “. mm
P — [
=l
n curr.. Per  |[T]
= A EEEE our |
SearchTe... [PostalCode|City [Mame 1 |vendor  |POrg Suset | e
WVEND 72114 MORTH LITTLE ROCK CATS PREFER 100000223 0610 ] Ush
usp
usD IZ‘
| usD [=]
E — D]

~ =] Once the desired vendor is
found, double click to populate

|7 term detail the vendor field.

D |ETR (1) (5113 P2l sapetr NS
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Eurchas

rder Edit Goto  Enwironment
E] FNEN
Create Purchase Order

@ CHE aDOLa PR @m

Docurment overview on | [ 55 Hold go | & (3 Printpreview | Messages Personal setting

Standard PO =i} Wendor 100000223 Cats Prefer Doc. date OG/24/2004
Deliveryfinvaice k Conditions k Texts k Address ' Communication k Parners k Additional data k Org...“. E

Salesperson Your reference

Telephone Our reference 50|

Language EN _
HEADER SECTION

| Make sure the header section is open, if not click on the flag to open it.
| The only required field not defaulted from the requisition in the header
section is on the Communications data tab.

The Our reference field is required. These are the 2 or 3 digit codes
used by the Office of State Procurement. SO (small order), CB (quote
bid), ST (term contract), SF (firm contract), SS (sole source), EM
(emergency), EL (exempt), SBS (ABA capital improvements) and PSC
(professional services contract).

144
AASIS Support Center, Patricia Orr

Revised, August 1, 2004




An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

ar Edit Goto  Erwitonment
2 aH @ BRE aTLa BE @F
Standard PO 4500000255 Created by Patricia N. Orr

Docurment overview on | O % g ga | @3 Print preview | Messages Personal setting

[ewr| Standard PO T 4500000255 | Vendor 100000223 Cats Prefer Doc. date 0672472004
E Deliveryfinvoice k Canditions k Texts k Address k Cammunication k Parinets k Additional data k Org...“. E

Payment terms [eleleh} Currency s

Payrnant in B days D0.0OOD % Ex:hange rate 1.00000 [[] Exch.rate fixed
Payrnentin B days B.080 %

Fayrnent in B days net

Incoterms FOB destination

| HEADER SECTION

The following tabs in the header section are not required to create the
PO, but each agency may have certain tabs that they want to change
or add information to.

Go to the Delivery/Invoice tab. The Payment terms defaulted from the
vendor master record and can be changed.
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order Edit Goto  Environment
2 aH @ BRE aTLa BE @F
Standard PO 4500000255 Created by Patricia N. Orr

Docurment overview on | O % g ga | @3 Print preview | Messages Personal setting

lstanuardpo ¥ 4500000255 Vendor 100000223 Cats Prafer Doc.date  05/24/2004

Deliveryfinvoice k conditions | Teds k Address k Cammunication k Parinets k Additional data k Org...“. E

Header texts A
Leading Document
Invnice Arddress
Agency Contact Info
[2) Trailinn Niacumeant 1

[«][»][]_ Continuous-tex..El

D]

-

=

TEXT TAB: The Header text fields will be populated if you need certain

| information printed on the purchase order.

Leading Document Text: Standard terms and conditions, Invoice
Address: Where to send invoices, Agency Contact: Optional information,
Trailing Text: Standard Terms and Conditions, A/P Notification:
Information for Accounts Payable only. Will not print on the PO, Change
Order: Required for amended PO’s and Vendor Quotation Notes:
Information from the vendor.
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Standard PO 4500000255 Created by Patricia N. Orr

Documertoverviewon | |O1 %2 &5 g8 | Print preview  Messages Parsanal setiing

[wer]| Standard PO T 4500080255 Vendor
E Deliveryfinvaice E Conditions k Texts ﬁ Address ﬁ Communication

100000223 Cats Prefer

" Partners | Additionaldata | Ora... i, (D!

Doc. date O6/24/2004

I[«10»]

F.. |Mame Mumber

Mame

WM endor 100086223

Cats Prefer

PI |lnvoice presented by 180000223

Cats Prefer

DioOo|=)®

| go to another address.

1

| PARTNERS TAB: These fields default and should not
1 require change. You can change the Pl if payment needs to

ltermn overview

(41> ]]

KD

E<]lr]

D |ETR (1) (5113 P2l sapetr NS
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order Edit Goto  Environment
2 aH @ BRE aTLa BE @F
Standard PO 4500000255 Created by Patricia N. Orr

Docurment overview on | O % g ga | @3 Print preview | Messages Personal setting

[ewr| Standard PO T 4500000255 | Vendor 100000223 Cats Prefer Doc. date 0672472004
E . Conditions k Texts k Address k Cammunication k Partnets k Additional data Org.data k Status “.

Furchasing Org BBWINANCE AND ADMIN
Purch. Group Coo  OSP Default Buyer
Company Code ARK State of Arkansas

=1

ORGANIZATIONAL DATA TAB: If Purchasing Org. and Purch.

g Group were not entered initially, those fields must be entered here.
These items can be entered in your user data to default within the
system.

To have your organization data default go to:
Personal Settings>Default values tab. Enter your organizational data
information and Save.

1 .
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ar Edit Goto  Erwitonment
BldE @ BRE SDo0 R @m
Create Purchase Order

Docurment overview on | [ 55 Hold go | & (3 Printpreview | Messages Personal setting

m Standard PO ] Vendor 100000223 Cats Prefer Doc. date 06/ 2472004
¥|Header
E S.\Item AL Material Short text PO guantity ... |C[Deliv. date  |Met price Curr... |Per
- e K 10100221 nimal Bed 1BES |DO7/28/2004 5.0@Uusp 1 |E|
usp [~
uso |
ITEM OVERVIEW SECTION
The account assignment category, material, short text,
PO quantity, order unit, delivery date, etc. was brought over
from the purchase requisition. a
You must enter the price. It will not be brought over unless %
the requisition was created with an assigned source of supply [
or it is a contract item and the contract is referenced as the
source of supply.
\tem der pp y

[ D |ETR (1) (5113 P2l sapetr NS
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Create Purchase Order

| IE‘ I | @ Print preview || Messages | Personal setting |

ST (10110100221 anipaiged @ [l

Invoice

Irve. receipt Invmciné élan Tax code P1 @
[CIFinal invoice Jurisdict. Code 0411903201
[v] GR-hased Iv

DETAIL ITEMS SECTION
There are not any fields that are required in this section for
the creation of a purchase order that did not copy from the
requisition. Verify input such as tax code, account assignment
data, etc.
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Goto

Enwironment Systern  Help

i B @@ BHE Hhas BE @m
Standard PO 4500000255 Created by Patricia N. Orr

Document overview on | A% & g | @2 Print preview || Messages Personal setiing

Burchase order  Edit

1| Standard PO El 4500000255 VYendar 100000223 Cats Prafer Doc. date 062472084
Header
E [termn overview:
\tem [10110100221 , Animal Bed T Eli‘
Delivery | Invoice | Conditions | Accountassignment | Texts =~ Delivery address | anE
Title Cormpany 5l = Address details
Mame DFA ) Reset address
DFA Building (i} Repeat address or
StreetfHouse number 1509 West Tth Street Rht GO0
District FPULASKI Address 21953
Postal codefCity T2z LITTLE ROCHK ,E

DETAIL ITEM SECTION
The following tabs in the detail item section are not required to create
the PO, but each agency may have certain tabs that they want to
change or add information to.

-
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DELIVERY ADDRESS TAB: Check the delivery address
tab to see if a delivery address defaulted from the purchase
requisition.

If the delivery address is the same for each item on the
purchase order, the delivery address will print on the PO
header under the ship-to address. If it is different, no address
will enter under “Ship To” and the address will print beneath
each item.

If no delivery address defaults from the requisition, contact the
requisitioner for delivery information.
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Standard PO 4500000255 Created by Patricia N. Orr

| @ | @ Print preview || Messages | Personal semng|

[10]10100221 , Anifmal Bed

-~ Delivery r Invoice r Conditions r Account assignment Delivery address

campany i) Address details

CFA 75} Reset address

DFA Building in Repeat address on
se number 1603 West 7th Street R E0O0

PULASKI Address £1853 |
2ICity T2em LITTLE ROCK ? Ig‘

To add a delivery address, place the cursor in the address field and
click on the matchcode search button.
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eorder Edit Goto Enitonment

Help

200 e BERE SDO0 AR @ o

Standard PO 4500000255 Created by Patricia N. Orr

Docurment overview on | O % g ga | @3 Print preview | Messages Personal setting

£ 4500000255 Vendor

100000223 Cats Prefer

Doc. date O6/24/2004

Country Key Z e |
Fegion
Semelilem B Address details ]
I 75} Reset address
| Repeat address on
Company name *DFA"I
City Address 21953 u
Street %
Address group li‘ MED1 —
| M"‘l“"“""” o “l’“”° Enter your agency name in the company
' name field. Click on the green check.
| - V.
2-153

AASIS Support Center, Patricia Orr
Revised, August 1, 2004




An AASIS Training Guide

The Procurement Process-Requisition
through Invoice Verification

@ Country, region, sort field, name, City, Street

Mare, address, ..

=

Address details

AL EEEY

Country Key: S

Reset address

Repeat address an

E_l Rg‘lSEar[:h term A

ISear[:h term B

Name

JlAR
a(Cit) AR

ol AR

AR

DFA REVEMUE - OCSE
DFA REVEMUE - OCSE
DFA REVEMUE - OCSE
DFA REVEMUE - OCSE
DFA REVEMUE - OCSE

DFA REVEMUE SUPPLYRM REVEMNUE SUPPL
DFA REVEMUE SUPPLYRM REVEMNUE SUPPL

DF & Revenue - 21853
DF A Revenue -
DF A Revenue -

DFA Revenue -

BSS

|#1 UMION MATIOMNAL PL

|DFa Ravenue -

204 Entries Found

] Highlight the delivery address and

green check to populate the address
number into the address. field.

T TETR (1] (5117 F=I] Sapetr [ TH
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order Edit Goto  Environment
2 aH @ BRE aTLa BE @F
Standard PO 4500000255 Created by Patricia N. Orr

Docurment overview on | O % g ga | @3 Print preview | Messages Personal setting

my| Standard PO £ 4500080255  Vendor 100000223 Cats Prefer Doc. date O6/24/2004
T/ Header

E ltermn overview

| tem (10110100221,

 peiven | maice | cd ACCOUNT ASSIGNMENT CATEGORIES TAB

[#|| 1@ AccAsscat Coste . . .
B | 18| mersecat Cocly o o o ccount assignment information should

T4l

BusinessArea (0610 default from the purchase requisition.

e . www | Blank: forinventory replenishment in an agency
Fund HECE1 D1 plant, K: for consumables charged to a cost
Functional Area  ADHN center. You must know the cost center number.
Funds Center 272

F: for internal order. You must know the internal
number and cost center. P: for projects/grants.
You must know the WBS element number and

cost center number. L

[0l
[ T TETR (1] (&1 P2 Sapet (NS
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| 81 B ¢Ge SHE BE @

Standard PO 4500000255 Created by Patricia N. Orr

| @ | @ Print preview || Messages | Personal semng|

(RS 101 10100221 Animaiged & el
C leenien L Fronditicee L

Deliveny

Overdeliv. tal. %
Underdel. tol.

ar| Standard PO T 4580000255 06/ 24/2004

Goods receipt
[1GR non-valuated
[ Deliv.Campleted

under delivered.
This is used a lot with the purchasing or
printing (brochures, etc.).

DELIVERY TAB: On this tab you can state a
percentage of the good that can be over or

[ | ETR (1) (511) =

AASIS Support Center, Patricia Orr
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|  aliB eae CHE A @ m:
Standard PO 4500000255 Created by Patricia N. Orr
| IE‘ | @ Print preview || Messages | FPersonal semng|

ar| Standard PO T 4580000255 06/ 24/2004

(RS 101 10100221 AnimaiBed & el

Invoice

|Inv.receipt | | Invmcinﬂplan | Tax code P1

[CIFinal invoice Jurisdict. Code 0411903201
[v] GR-hased Iv

INVOICE TAB: From here you can change the
tax code. An example: You can change from a
P1 which is accounts payable sales tax to PO which
is a accounts payable sales tax exempt.

[ | ETR (1) (511) =
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|  aliB eae CHE A @ m:
Standard PO 4500000255 Created by Patricia N. Orr
| IE‘ | @ Print preview || Messages | FPersonal semng|

tandard PO T 4580000255 06/ 24/2004

item S 10110100221 AnimatBed @Al

ltern texts
Material Master Text o
B multiple Delivary Lo

Animal Bed, Down Filled

TEXT TAB: The text is adopted from the Purchase
Requisition. You can add, delete or change the text.
You can double click in the text field to add more text.
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er Edit Goto  Enwitonment
200 e BERE SDO0 AR @ o

Create Purchase Order

Docurment overview on | O 5 Hold u"‘i| @3 Print preview | Messages Personal setting

[ewr| Standard PO B ‘endor 100000204 Pet Surplus Doc. date  08/13/2004
E Deliveryfinvoice k Canditions k k] k Address | Communication k Parinets k Additional data k Org...“. E

Salesperson Your reference
Telephone Our reference 50
Language EN

E =S |lterm A || |Material Shoy text PO guantity 0. |CDeliv. date  [MNet price curr... |Per
10 K 10160035 anirgal food TEEES [DE9/17/2004 5.oausp 1
uso
. . uso
Click on the check icon to check your purchase us
order. If all necessary fields are populated and L E
~ ] your PO is ready to save you will receive a e D]

EE|] message “No messages issued during check”.
You can now save the purchase order.
|7 term detail

@ Mo messages issued during check [ IETR (1) (511) sapetr | INS o
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gl 0 adB Qe CHE anos NN @
Create Purchase Order

| IE‘ | @ Print preview || Messages | Personal semng|

m o ewen ]l

You will receive your PO number at the bottom
of the screen.
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Create A Purchase Order with
Reference to a RFQ
ME21N
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Purchase
Order>Create>Vendor/Supplying
Plant Known
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V] |. Hio@ao DEE ShLo0 EHE @o
SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu
b Office

[]
=]
3 Cross-Application Components
7 {4 Logistics .
= {3 Materials Management USlng the menu tree:
= {3 Purchasing L \
- Logistics>Materials
o i _ Management>Purchasing>
it ME21M - VendonSupplying Plant K
Purchase Order>Create>
Vendor/Supplying Plant
Known
[]
[+]

2 ME25 - Vendar Unknawn
@ MESS - Via Requisition Assighmen|
2 MESS - Autornatically via Purchase
17 MEZ2M - Change
172 MEZ3M - Display
@ MEZ4 - Maintain Supplement
1) MEMASSPO - Mass Maintenance
I [ Release
[P3 List Displays
B [ Reporting
B [ Inbound Delivery
> 1 Follow-0n Functions

0 00 [

or
Type ME21N in the
command field.
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Create Purchase Order

Document overview | @ | @ Print preview || Messages | Personal semng|

[standard PO 062442004
S [ltem A || |Material Short text PO uu&tih‘r 0... |ClDeliv. date Netgrice curr... Per_
(4]
-]
Click the Document overview on
button.
[]
[+]
o ] [« ]
EY|E Default values
Mew itern ] -
[ | ETR (1) (511) P2 | sapetr | INS
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IH oG DRE SDL8 I HE @@

Create Purchase Order

(O o g8 | 62 prntpav | wassaoes |

2| 0|9 |68 | <)
hy

Hiera

Personal setting |

Standard PO

S [ltem |A

B

taterial

Short text

PO guantity 0.

Click on the selection variant icon.

[ | ETR (13 (511) PEl | sapetr | INS

AASIS Support Center, Patricia Orr
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IH oG DRE SDL8 I HE @@

Create Purchase Order

seumensevmewon | 0

o] el E=ai e IS

Purchase orders

| @ anprewew” Messages | Personal senmg|

Standard PO g

S [ltem |A

Material Short text PO guantity 0.

Reqguests for quotations
Contracts

Scheduling agreements
General purchasing docurnents
Purchase requisitions

Ity purchase orders

Purchase orders on hold

Ity purchase reguisitions

search for your RFQ.

I3 000
5 [E ] =Y &) Default values

b= Mews itern

=
] Click on Request for quotations to
B
5
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Frogram  Edit  Goto

em  Help

] o @@ BEE 000 AE @
FPurchasing documents
J=(
o —— [a]
General selections =]
o —
FProgram selections
Material Murnber to
Selection Parameters ]
Flant to
Material shor ext 0 You can enter the purchasing
Supplying plant to g
Storage location to group and prChaSlng
Material graup o organization to limit the search.
Purchasing organization to If you knOW your RFQ number
Furchasing group to .
Purchasing Document EEIEIEIEIEEEIUB o yOU can enter |t.
Name of person respansible o Click the execute button to
Docurment type to Continue.
Dacument category A
Company code o [
Document date to =
Yendor ] ?
[ L I (4]0
| [ | ETR (1) (511) sapetr | INS 2
2-166

AASIS Support Center, Patricia Orr
Revised, August 1, 2004




An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

Create Purchase Order

(O o g8 | 62 prntpav | wassaoes |

Personal setting |

- Standard PO g
- S [ltem |A || |Material Shurtrad PO uuantigf 0... |ClDeliv. date Netgrics
z d)
Furch.Dac
4516000000003

Highlight the RFQ number and click the
adopt icon.

I —

Default values

Mew: itern

[T
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Bld B @@ BREE SDO0 HE @0
Create Purchase Order
@ | @ Prlmpre\newH hMessages | Pergonal senlng|
SencardP0 &

Material Short text PO guantity ... |C|Deliv. date  |Met prict
[1a0221 ?)mal Bed 100[ES DjO8/03/2004

Furch.Dac .
4% 6000000003

T R .
& ®e|| Click the Document overview =
off button.
.
Account assignment Texts

Conditions

// Acceptance Period Delivery Invoice

Itern tesxts Any...|[ Animal Bed
Matetial Master Text o
Multiple Delivery Lo

|:-E| |I||I| Continuous-tex... B Text adopted from RFQiguotation (Materis
K] [ [ [»]

IoAEEnuntassignmemmandatunjfnrmaterial10100221 (enter acc. ass. cat) [ | ETR (1) (511) el sapetr | INS
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g 29 B 0@ SHE o000 BE @

Create Purchase Order

| IE‘ | @ Print preview || Messages | Personal semng|
Elomeenrs 5| e 0512412004
= :

e —
Communication LaOE

Salesperson Your reference
Telephone Our reference
Language

A two or three character purchasing code
(SO, ST, CB, SF etc.) is required and must
be entered in the Our reference field.
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Edit s Help

Environment
BldE @ BRE SDo0 R @m
Create Purchase Order

Docurment overview on | [ 55 Hold go | & (3 Printpreview | Messages Personal setting

Gota

se arder

Eurcha

m Standard PO ] Vendor 100000206 Dog Grooming Inc Doc. date 06/ 2472004
E Deliveryfinvoice k Caonditions k Tents k Address | Communication k Parners k Additional data k Org...lh

Salesperson Your reference
Telephone Our reference SF
Language EN

S.\Item A |l [Material Short text PO guantity 0. |CDeliv. date  [MNet price curr... |Per
- Il 16100227 wnimal Bed TBEES [DEE/B3/2004 ‘S.UEIUSD il
/ gD ﬂ
/ usD
uso
N usD |Z|
o . s =
— | On the line item section and the account e K|
assignment are required fields. The Net price
= will default from the RFQ.

|@ Account assignment mandatory for material 10100221 {enter acc. ass. cat) [ IETR (11 (811) sapetr | INS o
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¢ Edit Goto  Environment
E] FNEN
Create Purchase Order

ICHEE SDO0I RE @m

Docurment overview on | O 5 Hold gh| & (3 Printpreview | Messages Personal setting

my| Standard PO B Brdor 100000206 Dog Grooming Inc Doc. date 062542004

T/ Header

E [termn overview
| tem (10710100221, Animal Bjd al ||+

. Acceptance Petiod k Delivery k nvaice k Conditions Account assignment k Texts k Delivery address | E

I[410»]

{8 o |@| AccAssCat Costcenter @ Distribution Single account assignm..&  CoCode State of Arka... B
Gil Account Mo, 5E90R30000

Business Area

CO Ares

Cost Center 383210
Fund

Functional Area

Fundsg A “K” was place in the account assignment field on the
line item section. The system now requires that a cost
center be given.

Click the check icon to see that all required information is
given.

| K
|iE3 Enter Cost Center D |ETR (1) (5113 P2l sapetr NS
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Bld B @@ BREE SDO0 HE @0
Create Purchase Order

| @ Iy | @ Print prewew” Messages | Personal semng|

Standard PO g 100000204 Pet Surplus A5/13/2004
H - Deliverlinvoice rConditiDns rT 5 Address/’ Communication rPanners Additional data Qry... A E
Salesperson Your reference
Telephong Our referance S0
Language EN
BSEl s tem [a |1 [material Shiort te: FO guaritity O... |C|Deliv. date  |Met price curr... Per
10 K b4 5.oausp 1
uso
Click on the check icon to check the Usp
purchase order. If all necessary fields o 5
are populated you will receive a message Uso [-]
4 “No messages issued during check”. (]
E =]
@ Mo messages issued during check [+ | ETR (13 (511) =] sapetr | INS
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Edit

order to

Enwitantnent em  Help

2 dg ©@@ BRHE nnan BE @M
Create Purchase Order

Docurment overview on | O &5 Hop go | & (3 Printpreview | Messages Personal setting

Standard PO B Vendor 100000206 Dog Grooming Inc Doc. date Uﬁr’25.’2994@

E; Header

E ltermn overview

| tem (107110100221, Anifral Bed al ||+

// Acceptance Period k Delive k Invoice k Canditions Account assignment k Texts k Delivery address |

I[410»]

||ﬁ| ArcAssCat |CUSIEen e @ Distribution Single account assionm .8 CoCode State of Arka.. B
GIL Account Mo, 5090830000

Business Area G610

CO Ares ARK

Cost Center Ig3z21e

Fund HSCE1 01

Functional Area BDIMN

Funds Center a7z Commitment ltem  502:00:02

Click the save icon to save your purchase
order.

[«]0» ]

[l [ KT
[ D |ETR (1) (5113 P2l sapetr NS
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gl 0 adB Qe CHE anos NN @
Create Purchase Order

| IE‘ | @ Print preview || Messages | Personal semng|

m o ewen ]l

The PO number appears at the
bottom of your screen.
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Create A Purchase Order with
Reference to an Outline Agreement
ME21N
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Purchase
Order>Create>Vendor/Supplying
Plant Known
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You would create a Release Purchase Order with reference
to an outline agreement when the material/service is
available on contract.
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a0 a8 FEE @ o

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu
b Office

[]
=]
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
= {3 Purchase Order
= {3 Create
@ MEZ1M - YendornSupplying Plant K
[]
[+]

2 ME25 - Vendar Unknawn
@ MESS - Via Requisition Assighmen|
2 MESS - Autornatically via Purchase
17 MEZ2M - Change
172 MEZ3M - Display
@ MEZ4 - Maintain Supplement
1) MEMASSPO - Mass Maintenance
I [ Release
[P3 List Displays
B [ Reporting
B [ Inbound Delivery
> 1 Follow-0n Functions

0 00 [

Using the menu tree:
Logistics>Materials
Management>
Purchasing>Purchase
Order>Create>Vendor/
Supplying Plant Known
or
Type ME21N in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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O e BEE & |G B | (@
Create Purchase Order

‘ @nmﬁ | @ anprewew” Messages | Personal senmg|

ERIEEER

Burchase orimes

Reguests for quotations

Contrac:
Scheduling agreem
General purchasing docurnents

Purchase requisitions

Turn your Document overview on and
click on the selection variant icon. From
the dropdown list choose Contracts.

Ity purchase orders
Purchase orders on hold
Ity purchase reguisitions

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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FPurchasing documents

@ )=

T~
General selectio
Max. no. of hits j=elele]

1«10

FProgram selections
Material Mumber
Selection Parameters
Flant
Material short text
Supplying plant
Storage location
Material group
Purchasing organization
Purchasing group
Purchasing Document
Mame of person responsible
Document type
Dacument category
Company code
Document date

Yendor

Hole!

Type in the
you want to

click the execute button

to continue.

outline number|
reference and

=l

(<10 ]

KD

| [41+]

D |ETR (1) (5113 P2l sapetr NS

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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* You can enter the purchasing group and purchasing

organization to limit the search.

* [f you know your Contract number you can enter it.

*Click the execute button to continue.
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rder Edit Goto  Environment  Systerm  Hi
BldE @ BRE SDo0 R @m
Create Purchase Order

Docurment overview off ‘ O & Hold gB | @3 Printpreview  Messages Personal setting

A1\ [er] standard PO bl Wendor Cioc. date
Document || #ueaser
k=

overview |- =15 ltem (A || |Material Short text PO guantity ... |CDeliv. date  |Met price

4HE

Furch.Dac

Highlight the item or
items and click the

adopt icon.
0 nDms
mlﬂ lues
\tem MNewy itern T |A|v|
L[l I b

[ D |ETR (1) (5113 P2l sapetr NS
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AASIS Support Center, Patricia Orr
Revised, August 1, 2004

Select the item/items to be used as reference for creating the
purchase order. For multiple items use Ctrl or shift keys or
mouse+Ctrl key.

Click the adopt icon to adopt the requisition information into
the purchase order.
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Create Purchase Order

| @ | @ Print preview || Messages | Personal setting

Standard PO =} 100000214 Maxs Pet Store O6/2e/2004
S [ltem A || |Material Shortrad PO uuantigf 0... |ClDeliv. date Netgrice Curr.. |Per
10 u 16100221 nimal Bed A EA [DAG/28/2004 5.00UsD 1 D
usD |Z|
usD [+]
<[] D]
Ei Default valies
110 e 4 i Cio) =
0B

Material data

z“::jg'ri;“:u Remember, the outline agreement is for an

~ | estimated quantity and a known price. The net
price copies over from the outline agreement but  juate
you are required to enter a quantity.

[ | ETR (13 (511) PEl | sapetr | INS

2-180
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+ Edit Goto  Enitonment

E] FNEN

Create Purchase Order

ICHEE SDO0I RE @m

Docurment overview on | [ 55 Hold go | & (3 Printpreview | Messages Personal setting

[ewr| Standard PO =] Wendor 100000214 Maxs Pet Store Doc.date | 06/28/2004
E Deliveryfinvoice k Caonditions k Tents k Address | Communication k Parners k Additional data k Org...“. L

I[«10»]

Salesperson Your reference
Telephone Our reference st
Language EN

S.\Item A |l |Matarial Short text PO guartity 0. |CDeliv. date  |Met price Cutr... |Par E
[~ e U [e#10160221 wnimal Bed 1BER |D[OG/28/2004 5.oausp 1 E
oo We have entered a PO quantity of 10.
[

a The two letter codg for “Term Contract” copied |-
over from the Outline Agreement.

(=] itemn 110110100221 , Animal

Material data k Quantitiestweights

The system is telling us that we must assign an

Material group s208_—~"| account assignment to the release PO. <]
D] - m———r
|@ Unknown account assignment not defined for use here [ IETR (11 (811) sapetr | INS o
2-181

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Gota

Enwitanment 5

em  Help

(7] DD e BHE D LO0 AR @ m

Create Purchase Order

Docurment overview on | [ 55 Hold go | & (3 Printpreview | Messages Personal setting

m Standard PO B Vendor 10000021 4 Maxs Pet Store Doc. date O6/2e/2004 %
¥|Header =
| &S tem A | [Material Short text PO quantity .|d Met price cur. Per [
B0 kw [18100221  [animal Bed b[a6/ 26/ 2004 5.00USD |1 L
N usD E
N usD [+
[l NS L4+
I EEENEE S “pen .
EEEIEEE: A “K” for cost center was entered in the
5 temn 1oroia0z21, animal 8 | “A” (@ccount assignment category) field

Material data | Quantitiestweights | DeM

| 1 |BlI| AccAssCat

GIL Account Mo, 5090830000

Business Area

CO Area

Cost Center 33210
Fund

Functional Area
Funds Center

Costcenter @

KD

|@ Enter Cost Center

in the line items section. Hit oy
enter and it will take you to the account
assignment tab of the items detail
section. Type in the cost center. You
can now check your PO to make

sure all required fields are populated.
Save your PO.

ol

Iy

N

AASIS Support Center, Patricia Orr

Revised, August 1, 2004
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[\

NOTE: Make any necessary changes or add any additional
data, if copying from a statewide “9999” outline agreement.

The Purchasing Organization “9999” will copy into the release
PO. You will have to change it to your agency’s purchasing
organization number.
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Create Purchase Order

| @ | @ Print preview || Messages | Personal semng|

Standard PO =] OG/28/2004
S [ltem A || |Material Shiort text PO quantity Q... |CDeliv. date  |Met price Curr.. Per |
(]
-]
You will receive a message that your PO was
created. O
[+
<[] D]
EY|E Default values
Mew itern ] -
@ Standard PO created under the number 450(M00255 [ | ETR (1) (511) el sapetr | INS
2-183
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Create A Purchase Order Without
Reference To A Document
ME21N
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Purchase
Order>Create>Vendor/Supplying
Plant Known

2-184
AASIS Support Center, Patricia Orr

Revised, August 1, 2004
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a0 a8 FEE @ o

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu
b Office

[]
=]
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
= {3 Purchase Order
= {3 Create
@ MEZ1M - YendornSupplying Plant K
[]
[+]

2 ME25 - Vendar Unknawn
@ MESS - Via Requisition Assighmen|
2 MESS - Autornatically via Purchase
17 MEZ2M - Change
172 MEZ3M - Display
@ MEZ4 - Maintain Supplement
1) MEMASSPO - Mass Maintenance
I [ Release
[P3 List Displays
B [ Reporting
B [ Inbound Delivery
> 1 Follow-0n Functions

0 00 [

Using the menu tree:
Logistics>Materials
Management>Purchasing>
Purchase Order>Create>
Vendor/Supplying Plant
Known

or
Type ME21N in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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gl 2dB e@e CHE OO0 NN @
Create Purchase Order

| IE‘ | @ Print preview || Messages | Personal semng|
Erlomenre 5l 0512512004
=

e ———
Communication | Par [

Salesperson pur reference
Telephone @ur reference
Language

The first field that you will need to populate is
the Vendor field. Enter a known vendor number
or you can do a search.

On the communication data tab in the header
section, the Our reference field is a required
field. Go to the Org. data tab.

2-186
AASIS Support Center, Patricia Orr

Revised, August 1, 2004
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g diB e@@ LHHE tOos R @
Create Purchase Order

| @ | @ Print preview || Messages | Personal semng|

Standard PO g

Furchasing Org BBW@INANCE AND ADMIN
Purch. Group Coo  OSP Default Buyer
Company Code ARK State of Arkansas

100000204 Pet Surplus

O&/13/2004

Crg.data aE

The Purchasing Org, Purch.
Group, and the Company Code
are required fields. You can
set these as defaults by going

S.ltem A | |Material Short text .
TR B T T e e to the Personal Setting button. Go
to the Texts tab.
usp
usD |Z|
usD [=]

Default values

][ 4[]

[ | ETR (13 (511) PEl | sapetr | INS

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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g diB e@@ LHHE tOos R @
Create Purchase Order

| @ | @ Print preview || Messages | Personal semng|

Standard PO =] 100000204 Pet Surplus O&/13/2004

Texts nnE

Header texts A
Leading Document u

[ Invoice Address L
Agency Coniactinfo = From this field you can enter the

[2) Trailinn Niacumeant 1

[0 contnuoy Invoice address along with other
information to print on your PO.

s./itern |a |1 [wmaterial Short text | curr... Per
10 k| [18180035  fanimalfoo oausD 1
LsD
UsD
UsD
UsD [=]
USD [~
][ 4[]

Default values

[ | ETR (13 (511) PEl | sapetr | INS

2-188
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er Edit Goto  Enwitonment
Bld @ @@ CRE aDos RAE @m

Create Purchase Order
Documertoverviewor | |C) @8/ Hod | g8 | &8 Print preview  Messages Parsanal setiing

m Standard PO B Wendaor 100000204 Pet Surplus Doc. date O6/2e/2004 %
¥|Header =
S.\Item A |l |Material Short text PO guantity 0. |ClDeliv. date  |Met price Curr.. |Per E
E K 10100221 10 D7/ 26/2004 7.0ausp E
[ | usD E
S0 [+
[T |L«][*]
B il =l I = =1 k-d P B = 0 I =S P
\tem q 2 q . . . GWpAY
Required fields in the item overview section are the “A !
(account assignment category) field, material field, PO quantity,
A' delivery date, net price, reference plant, tracking number and
sueil FEQUiSItioner. |
CO A
- Open the item details section to continue.
Func =
FundsCemer Ll il T3 01 =3 ?
Dl KD
| D |ETR (1) (5113 P2l sapetr NS
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BldH e BRE S0 O8 I HFE @0

Create Purchase Order

|0 o 68| &8 @ morove | wessaes |

Personal setting |

Standard PO g 100000204 Pet Surplus A6/28/2004 E
| 5. ltern |Met price Curr.. |Per O... |Matl group  |Plnt Stor.loc Trackinghlo |Regquisitioner |IM mat; I_
10 7.oeush {1 E4 [FURNITUR .. Reference Plant FHORR tisha 16100
UsD Reference Plant FNORR tisha [4
UsD Reference Plant PHORR fisha E
L] o ] [« ]
51 [ =) &F Default values
= [10]10100221 , Animal Bed =] -
Material data r Cluantitiesiweights r Celivery schedule r Acceptance Period Delivery Invaice Condi... A
(@[ 1 @] Accasscar costeenter @0 gl Since we put a “K” in the “Account
GiL Account Mo, BE9EAZAAEG a o
Euainoce Aros assignment category” you must
20 Area enter a cost center on the account
Cost Center 383210 assignment tab.
Fund . .
Functional Area C|IC|$ on the delivery address tab to B
Funds Center continue. [+]
LDl
Eo Enter Cost Center

AASIS Support Center, Patricia Orr
Revised, August 1, 2004




An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

er Edit Goto  Enwiranment

00 e BERE aDO0 AR @ o

Create Purchase Order
Docurment overview on | [ 55 Hold go | & (3 Printpreview | Messages Personal setting

m Standard FO B 0G/28/2004
Head :
% — Enter a known address number in the ——

=15 lter Material )
Alle heioazzl address field, or you can do a search. (BEUSD |1 EA F |

H . (IE) |Z|

Do not type the address in the fields = o

b to the left of the Address field. = A
Click the check icon to make sure all
required fields are populated. Once

B itern (1011010 )
 mcepancereios | @ddress number is entered green check Ly agaress |

or enter to adopt address data.

“itle Address details
Jame [ - Reset address

DFA Building |Ej Repeat address on
streetHouse number 1509 West 7th Street RM 600
Jistrict PULASK] Address 21953
*ostal codefCity 72zm LITTLE ROCK E
<[+ I[<1[v]

[ D |ETR (1) (5113 P2l sapetr NS
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eorder Edit Goto Enitonment

TEIE e0e CHEB 000 AF | @

Create Purchase Order

em  Help

Eurchas

Docurment overview on | O 5 Hold g""| & (3 Printpreview | Messages Personal setting
Standard PO El ndor 100000204 Pet Surplus Doc. date O6/28/2004
T1| Header
‘E 5. ltern  |Material Short text F O quantity Q... |C{Deliv. date  |Wet price Curr... |Per
Pyl 0106221 Animal Bed 10ES [DEF26/2004 7F.oepse {1
L Typ|Message text LTxt
Q 1A [No message generated for outhut of purchasing document @
1 Item 10 Sched.line 1
‘. [1¢% [& centrally agreed contract qxists for this material @
Blb| RS K1
¥ Z Edit| @) g 14 4 23€t3
Check your PO for any messages.

DFA By . Repeat address on
smeetHouse rumser 1saw| 1 NEre are no red stop signs, sogreen |
district russ| check out of the pop up box. 21853 o
*ostal codesCity T22m [
Jh e [n

[ D |ETR (1) (5113 P2l sapetr NS
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@ J@eae SHE a0o0 R @

Create Purchase Order

0@ rof 6| & @ pmorovew | wessases |

Personal setting |

[Standard PO b-] 100000204 Pet Surplus 06/28/2004 | &
| 5. ltern  |Material Short text F O quantity .. |C{Deliv. date  |Met price Curr... |Per 0.
10 10106221 Animal B 10[ES [DE7/26/2004 7.oopse (1 EL P
USD -
USD [~
[l [l
B[ Default values
=
. meentan| Click the save icon to save your purchase order. bss L=
5 details
DFA, 73] Reset address
DFA Building @ Repeat address on
1509 West 7th Street RM 600
PULASK] Address 21953
T2em LITTLE ROCK E
]
[ | ETR (13 (511) P2 sapetr | INS
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@ o

gl a]iB Qe DHE Dhon EED

Create Purchase Order

| @ | @ Print preview || Messages | Personal semng|

[standard PO T

o

Item  |Material Shortte

by

FQ guantiy 0. [CDeliv. date

O6/2e/2004
Netgrice Curr... Pe_r 0.

D]

L] T ] [« [ ]

Default values

ke item = -

Your purchase order number appears at
the bottom of your screen.

o Standard PO created under the number 4500000256

[ | ETR (13 (511) PEl | sapetr | INS

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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Change A Purchase Order
ME22N
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Purchase
Order>Change

2-195

AASIS Support Center, Patricia Orr
Revised, August 1, 2004

This document describes the procedure required to change
information on a P.O. The fields that you are allowed to
change on a P.O. are dependent on the status of the
purchase order. Purchase orders that have not yet been
transmitted to the vendor can be changed without restriction.
If you change a P.O. that has already been transmitted to the
vendor, you must list those changes in the header text
“change order”. The only changes that print on the Change
Order PO is the item material info, quantity/pricing, invoice
address, contact person. Delivery locations and other text
will not print on the document unless you enter that
information in the “change order” text field.
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Change A Purchase Order (cont.)
ME22N
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Purchase
Order>Change

2-196

AASIS Support Center, Patricia Orr
Revised, August 1, 2004

When a P.O. item is no longer required (neither the original
quantity nor a partial, remaining delivery), you must un-
commit the remaining, outstanding value of the item in one
of two ways:

1. If a partial quantity has been received against the item,
de-commit the remaining value by checking the Deliv.
Compl. Indicator on the Delivery tab of the item detail, and
checking the final invoice indicator on the Invoice tab of the
item detail or decreasing the quantity to the delivered and
invoiced price.

2. If no quantity has been received against the item, delete
the item by selecting the item and clicking on the trash can.
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a0 a8 FEE @ o

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu
b Office
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
< i Purchase Order
B 1 Create
) ME22M - Change
12 ME23M - Display

> [ Release

B [ List Displays

> [ Reporting

B 3 Inbound Delivery

> [ Follow-Cn Functions

B Messages
> [ Purchase Reguisition
B [ Outline Agreement
b [ RFQQuatation
p @

Master Data

12 ME24 - Maintain Supplement
1 MEMASSPO - Mass Maintenance

[4]
i
[4]
[=]

Using the menu tree:
Logistics>Materials
Management>Purchasing>
Purchase Order>Change

Type ME22N in the
command field.

or

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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B @@ CRE DDLDIHE @
Standard PO 4500000256 Created by Patricia N. Orr

| @ 9 | @ Print preview || Messages | Personal semng|

100000204 Pet Surplus O6/28/2004
HEREEANZEY (5
PO guantity ... |C[Deliv. date  |Met price Curr... |Per

@) 10[ES |O7/26/2004 7.oausp A
® usD -
usD [+]

D]
iz SOOI @ Default values
= [10]10100221 , Animyl Bed b= -

Agceptance Period rDeIi\renj Invoice rCunditions Account assignment Texts Delivery address A H|'E

Click the “other purchase order” icon to choose a purchase order. By
default, the last purchase order you accessed will be displayed.
Enter the purchase order number you wish to change or use the
matchcode search to locate one.

Click on the “Other document” button or enter to continue.

2-198
AASIS Support Center, Patricia Orr
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Ba@ e BRANE S0 o0 AR @@
Standard PO 4500000256 Created by Patricia N. Orr

| @ | @ Print preview || Messages | Personal semng|

Standard PO & 4540000256 100000204 Pet Surplus 06/26/2004
| 5. ltern A |l |Material Short text FO guantity ... |C[Deliv. date  |Met price Curr... |Per
10 K| {o180221 | lanimal Bed 10/EA [b[o7/28/2004 7.00USD 1
UsD -
UsD [~
K [l
You can click on the pencil/eyeglass icon to
b= switch back and forth between display and
~7 %% change. You are in the display mode when all ~ [taese FLUEE
me | fields are grayed out. Address details
Mame Reset address
DFA Building ﬁ Repeat address or
StreetHouse number 1509 est Tth Street RN 600
Distriet PULASKI Address 21953
Pustal code/City 722m1 LITTLE ROGK %
K (<[]

[ | ETR (13 (511) PEl | sapetr | INS
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Ba@ e BRANE S0 o0 AR @@
Standard PO 4500000256 Created by Patricia N. Orr

| @ | @ Print preview || Messages | Personal semng|

Standard PO £ 4500080256 100000204 Pet Surplus O6/28/2004 E
H - Deliverlinvoice rConditiDns rTesz Address/’ Communication rPanners Additional data Qry... ]
Salesperson el Smith Your reference
Telephong 565-5555 T Our referance S0
Language EN
Salesperson name and telephone
number can be entered as optional
BSEl s tem [a |1 [material i A curr... |Per |
10 K 10160221 L Informatlon F.oousp 1 [
T 17 T usD [+
UsD E
I —— |
E i [ & Default valuges
b [10710100221 , Animal Bed ) -
. Acceptance Periad r Delivery r Invoice r Conditions Account agsignment Texts  Delivery address K3
[=]
| Title Company g Address details |_E|

Ll

[ | ETR (13 (511) PEl | sapetr | INS
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Ba@ e BRANE S0 o0 AR @@
Standard PO 4500000256 Created by Patricia N. Orr

Personal setting |

D9 @ @ @ o wassases

Standard PO £ 4500000256 100000204 Pet Surplus 06 /2872004 [+]
[~]
H - Deliverlinvoice rConditiDns rTesz Address/’ Communication rPanners Additional data Qry... ]
Salesperson el Smith Your reference
Telephone 555-5555 Our reference S50
Language EN

The PO quantity was
changed from 10 to 20.

BSEl s tem [a |1 [material Shiort text FO guaritity O... |C|Deliv. date  |Met price curr... Per
10 K 10160221 wnimal Bed 20ER |D(OY/26/2004 J.oausp 1 [
uso E
UsD E

I —— |
E i [ & Default valuges
b [10710100221 , Animal Bed ) -
. Acceptance Periad r Delivery r Invoice r Conditions Account agsignment Texts  Delivery address K3
| Title Company g Address details |_E|

Ll

[ |ETR (1) (511) 2 | sapetr
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aja g Cad QRE I S0Oa8IFE @
Standard PO 4500000256 Created by Patricia N. Orr
| @ | @ Print previgw || Messages | Pergonal semng|

Standard PO E 450000056 100000204 Pet Surplus O6/28/2004
| 5. ltem uantity 0. |C|Deliv. date  [Met price Curr... |Per
10 . ] 10ES [DBE/04/2004 7.oousp |1
Click on the save icon to e =
save your changes. 1S B
[D]
B EN & 2 Defau

The delivery date was

[10]10100221 , Animal Bed =]
= changed from 7/26/04 to )
-~ Acceptance Period r Delivery r Invaice r Conditions 08/04/2004 [0 E
Title Company =] 13ils
MName DFA 5] Reset address
DFA Building ﬁ Repeat address or
StreetfHouse number 1509 West Tth Street Rht 600
Diistrict PULASK] Address 21953
Fostal codefCity Feam LITTLE ROCK E
DI [« [[v]
[ | ETR (1) (511) P2 | sapetr | INS
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order  Edit Goto  Enwironment  System  Help

(7] DD e BHE D LO0 AR @ m

Standard PO 4500000256 Created by Patricia N. Orr

Docurment overview on | O % g ga | &% (3 Printpreview | Messages Personal setting

m Standard PO B 4500000256 \Vendor 100000204 Pet Surplus Doc. date 06/ 2672004 E‘
E Header g
EI =15 |lterm A || |Material Short text FO guantity 0. |C|Deliv. date  |Met price Curr... |Per E
A1 K 10160221 wnirmal Bed 18EA |DOB/B4/2004 7.oausp (1 E
usD E
usp E
[T I[«][*]

& BRI Ea [ oFE (AFSE] (81| oefutvaes |
\tem [10110100221 , Animal Bed B E|E|

-~ Delivery schedule k Acceptance Period k Delivery k Invoice k Conditions Account assionment k TEX‘[S“. E

M|l 7@ AccAssCat Costcenter & Distribution Single account agsignm .2 CoCode State of Arka.. &

GiL Account Mo, BE9DAZAA0G

Business Area 6610 | |

GO Area ARK Once saved, you will receive a

Cost Center a|3zn

curd — message that the PO was changed.

Functional Area ADMN =

Funds Center 272 Commitment tem  502:00:02 =
[l EECD
[ D |ETR (1) (5113 P2l sapetr NS

2-203

AASIS Support Center, Patricia Orr
Revised, August 1, 2004

NOTE: If a change is made to the account assignment
information (cost center, internal order, asset or WBS) the
original line must be decreased (if receipts are already posted)
or deleted and a new line added due to the integration with
Funds Management and the errors that can be caused when
changing that data in an existing line.
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Approve/Release a Purchase Order
ME29N
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Purchase
Order>Release>Individual Release

2-204
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Glrn @l C@0 DHEB Q00D DD @@

SAFP Easy Access

R % &8 2 via

[ 1 Fawnrites
= {3 BAP menu
b Office
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
= {3 Purchase Order
B 1 Create
) ME22M - Change
12 ME23M - Display
1) ME24 - Maintain Supplement
12 MEMASSPO - Mass Maintenance
% {3 Release
) MEZSM - Individual Relzase
) MEZR - Collective Release
b [C3 List Displays
I [ Reporting
B Inbound Delivery
> ] Follow-Cn Functions
B [ Messages
[_1 Purchase Requisiion
[ outline Agreerent

or

[4]
i
[4]
[=]

Using the menu tree:
Logistics>Materials
Management>
Purchasing>Purchase
Order>Release>
Individual Release

Type ME29N in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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ar Edit Goto  Erwitonment
ajldH @@ ICHEHE DDhoD I HE @
Release Standard PO 4500000216

Docurment overview on | el q&.ﬁ‘: | @3 Print preview | Messages Personal setting

Standard PO El 450000016 Wendor 100000203 Pet Smart Doc. date 04/28/2004
i Partners | Addifional data | Orodata | Status = Release strat..| [[+]*

I[«10»]

Pur, order 4500000356 [tz

Code |Description Stat...|Rel..
AG Agency Approval ¥ | @D

@ Pur. order
Purch. requisition

Other document | 3§

To bring in the PO that you need to

= ER . M=
F e et approve, click on the Other DocumentIE
icon. You will receive a pop up box. |-

2 no. Type in the PO number to be aE

BED e a/=|¥= | released and hit enter or click the T

Other document button.
\tem [10]10100058 , Animal Vitamins

. Delivery | Invoice | Conditions | Account SSSTORTERT | POTCRASE OToer WSty Tens | Demvery e b

ol

|Itemtexts Any... ||
[0l K
| b JETR (13 (510) P2 sapetr NS/
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BldH e BRE S0 O8 I HFE @0

Release Standard PO 4500000358

oseumentorewan |

Standard PO

| @ Print preview || Messages

Personal setting |

B Tets |

£ 4500000358 100000205 Anirmal Habitate 1040672004 E
Address r Communicatian Parners r Additional data r Org.data Status Release strat... K13 Ol

Release group

Release strategy P1 Agency PO AG  |Agency Approval 0

Release indicator 5 Blocked

P1 Purchase Order Code |Dascription Stat...

BSEl s tem [a |1 [material Short text FO q i
10 K 10100252 WHIMAL FEEDER CIICk on the green CheCk and E
pencil. E
E
4[] [+]
E i = = Default values
b 10710100252 , AMIMAL FEEDER ) -
. Delivery r Invoice r Conditions rAccoumassngnment Texts Delivery address < r |
[+]
Itern tests IAny... If [+]
LDl

[ |ETR (1) (510) 2 | sapetr
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Burchase order  Edit  Goto  Environment em  Help

o @ BRE anLa BE @0

Release Standard PP 4500000358
Documertoverviewon | %2 o5 o | 4% Print preview  Messages Parsanal setiing

Doc. date  10/06/2004 &

I[«10»]

[ewr| Standard PO | 450000658 | Vendor 100000205 Animal Habitate
E o Texts k Address k Co unicatian E Parners k Additional data k Org.data k Status Releasestrat...| 4|>|'
Release group F1 Purdhase Order Code |Description Stat...|Rel..
Release strateay P1 Agedcy PO AG |Agency Approval W | D
Release indicator 1 Relfased

E Eds.item |A || |material hott text PO guantity 0... |CDeliv. date  |Met price curr... |Per E
10 K 10160252 MIMAL FEEDER BEEA |D[11/24/2004 5.50USD 1 E

uso [

USD E

L] You will receive a message that the release [ D]
L 3ld was effected with release code AG. Be sure

e (12 @nd save.
. Delivery | In ang
|Itemtexts Any... || [+]
| E]

U |ETR (1) (510 P2l sapetr NS
2-208
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eorder Edit Goto Enitonment

2 EH S CHE SDOO AR @ m

Help

Standard PO 4500000358 Created by Patricia N. Orr

Documert overviewon | %2 ) | &% Print preview  Messages Parsanal setiing

] tandard PO} &

E // Texts k Address k Communication E Parners k Additional data k Crg.data k Status | Releasestrat...| 4|>|'

4500000358 Vendor

1000002045 Animal Hahitate

Doc. date  10/06/2004 &

I[«10»]

Release group F1 Purchase Order Code |Description Stat...
Release strategy P1 Agency PO AG  |Agency Approval W
Release indicator 1 Released
SEs. e a | [watsrial |short text |Pa quartity |o... |dDeliv. date|met price cur..Per [T
T l1n1aRoR larurann ceEmED [ ealea Inli1t9aonnal 5. BAUSD 1 E

ltern

— ()] Once you have hit save a message will come ]
up at the bottom of the screen that the PO
was changed.

- Delivery - . - LDl
N
|Itemtexts Any... || [+]
| E]
| @ Standard FO 4600000358 changed b JETR (13 (510) P2 sapetr NS/
2-209
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Message Output: Print/Transmit
Purchase Order
ME9F
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Purchase
Order>Messages>Print/Transmit

2-210
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Once a purchase order is created and approved in
AASIS, you must send a physical copy of it to the
vendor.

The print/transmit transaction allows you to print a
purchase order to a vendor and preview it on your
screen.

Once a purchase order has been successfully
transmitted to the vendor, AASIS “locks down” the
purchase order. Subsequent changes to the P.O.
will be transmitted to the vendor as a Change
Order.
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glvesl ol @0 DHB D00 DD @6

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu

[]
=]
b Office
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
= {3 Purchase Order
B 1 Create
[]

) ME22M - Change
12 ME23M - Display
1) ME24 - Maintain Supplement
12 MEMASSPO - Mass Maintenance
> [ Release
B [ List Displays
B [ Reporting
B [ Inbound Delivery
> [ Follow-Cn Functions
< {3 Messages
2 MEAF - PrintTransrmit
2 MEG1F - Urging/Remindars
7 MEGZF - Wanitar Order Acknawledy <]

0 o (1]

Using the menu tree:
Logistics>Materials
Management>
Purchasing>Purchase
Order>Messages>
Print/Transmit

or
Type MESF in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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(7] 0B e DEHEB ODLO0 AR @ m
Message Output
O —
e ———
Furch. doc. data
Document number 45800@@255 to .
veror . | Enter your purchasing
Purchasing organizatian to document or use SeaI’Ch
E“““as'"tfmUp f criteria (purchasing org.
ocument type 0 K
Document date w | purchasing group, etc.) to
shorten the list or returned —
documents.
Message data Make sure the processing -
Application EF status is “O”.
Message type to . q
Transmission ime-spot C|IC|$ the execute icon to
Processing status ] Cont|nue.
?fea"m ”f‘; — NOTE: You cannot print a
IIMe create a a T
PO until it has been approved

by the appropriate parties.

KD

[lv]

D |ETR (1) (5113 P2l sapetr NS

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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List Edit Go

200 @ CHB 00D B @

Message Output
M4 » M E&EFEETE® Dutput message || Display mes

gane | Message detail | Thal printout

Furch.Doc. Yendar Name 1 FGr Do, date z
Msg. Lng Partner Role Crested on Time Time M User namg Output Device Mame  F
4500000256 100000204 Pet Surplus Coo Off28/2004
vl MEU EN 100000204 LF  OF/07/2004 10:20:19 3 % PNORR YPCC your Windows dflt printer

To select the purchase order click on the
selection box to the left of the PO.

Click the Display Message button to preview
the purchase order.

E1D|

0L [ L4101+
[ D |ETR (1) (5113 P2l sapetr NS
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Text Edit Goto

@ | BdH @ae ChE anan B @m
Print Preview of YPCC Page 00‘)1 of 00001

I[«10»]

TATE OF ARKANSAS Fﬁfe

Purchase Order

wendor No. 100000204 FO Ho. 4500000256
Contact Date 062872004

Your reference

Cortact OSP Default Buyer

Telephane

FPet Surplus
12958 Gil Road
LITTLE ROCK AR 72203

This displays the way the purchase

order will look when printed.

PPN == | Click on the green back arrow to I
eree | return to the worklist.

DF A Build
R GO0 1509 West Tth Street

an| I (3|
| DIETR (1) (511) [l sapetr | INS Vi
2-214

ol

AASIS Support Center, Patricia Orr
Revised, August 1, 2004




An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

em  Help

B0 H e EHB ODLa HAE @

List Edit Goto  Settings

Message Output
M4 » M E&EFEETE® Outputmessage | Display message | Mescagegdetail | Trial printout

1«10

Furch.Doc. Yendaor Name 1 FGr Doc. date
Msg. Lng Partner Role Crested on Time Time M User name Output Defice Mame  F
4500000256 100000204 Pet Surplus CoB O6/28/2004
vl MEU EN 100000204 LF  OF/07/2004 10:20:19 3 % PNORR YPCC yourfWindows dflt printer

To change the output medium (from print to fax for example),
click on the Message Detail button.

E1D|

0L [ L4101+
[ D |ETR (1) (5113 P2l sapetr NS
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G|  adB @@ CHE NDL

Message processing, purch. documents: Output

EE @ E

coggmunication method ||l Processing log | Furtner data | Repeatautput | Change output

Qutput
Sta.. |Outpu... Dgcription  |Medium MF‘anner La.. Pri
@O@MEU chase or.. Print UuWu‘t E¥N |looEoozo4 EM
I ]
g
g
y

Set the print medium to print output on this
screen.

Also, drill into the Communication Method in
order to enter the name of the printer.

)] ]

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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| 0 s]aH 0@ CHE f000 DN @

Message processing, purch. documents: Output

Printing information

Logical destination YPCC your Windows dfit printer @
Default printer defined on the PC where your GUlis
Murnber of messages Frint irmmediately
Spoal request name Release after output
Su
Su

When using the print function, select the identification for your
re{ lOCal printer. Check the “Print immediately” and “Release after

bel output” checkboxes. Click on the green back arrow to continue.
NOTE: If a file copy is required, you can input the “number of

s Messages” to a quantity greater than 1, so multiple copies can be
printed.

Form

2-217
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4/ Ca@ R Anan EE @M

communication methof | @ Processing log | Furtner data | Repeatautput | Change output

Print ouf

100000204

printing.

Click on the save icon to save for

AASIS Support Center, Patricia Orr
Revised, August 1, 2004

[ | [ | [T4 | (T4 | (7 | [ | (0 | [0 |

{50 ] o o o
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List Edit Goto  Settings

BdH o DHEB DDLOO FAFE @

Message Output
M4 » M E&EFEETE® Outputmessage | Display message | Message detail | Trial printout

Furch.Doc. Yendar Name 1 FGr Doc. date z
Msg. Lng Partner Role Crested on Time Time M User name Output Device Mame  F
4500000256 100000204 Pet Surplus CoB O6/28/2004
vl MEU EN 100000204 LF  OF/07/2004 10:20:19 3 % PNORR YPCC your Windows dflt printer

To process a “Trial” printout (a test print that will not “lock
down” the purchase order), select the line and click on the
trial printout button.

For a final print, select the line and click on the Output
message button.

This will send the finalized document to the selected printer.
This “locks down” the purchase order.

E1D|

0L [ L4101+
[ D |ETR (1) (5113 P2l sapetr NS

2-219

AASIS Support Center, Patricia Orr

Revised, August 1, 2004




An AASIS Training Guide The Procurement Process-Requisition
through Invoice Verification

List Edit Go

100 e DHB DDA [ @B

Message Output
M4 » M E&EFEETE® Outputmessage | Display message | Message detail | Trial printout

Furch.Doc. Yendar Name 1 FGr Doc. date z
Msg. Lng Partner Role Crested on Time Time M User name Output Device Mame  F
4500000256 100000204 Pet Surplus CoB O6/28/2004
[1# NEU EN 100000204 LF B7/07/2004 10:20:190 3 % PNORR YPCC your Windows dflt printer

Once successful, a green check will be
displayed on the same line that you
selected for processing.

Click twice on the green back arrow button
to exit.

E1D|

0L [ L4101+
[ D |ETR (1) (5113 P2l sapetr NS
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Message Output: Reprint A
Purchase Order
ME9F
USING THE MENU TREE GO
Logistics>Materials
Management>Purchasing>Purchase
Order>Messages>Print/Transmit
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glvesl ol @0 DHB D00 DD @6

SAFP Easy Access

R % &8s via

[ 1 Fawnrites
= {3 BAP menu

[]
=]
b Office
3 Cross-Application Components
7 {4 Logistics
= {3 Materials Management
= {3 Purchasing
= {3 Purchase Order
B 1 Create
[]

) ME22M - Change
12 ME23M - Display
1) ME24 - Maintain Supplement
12 MEMASSPO - Mass Maintenance
> [ Release
B [ List Displays
B [ Reporting
B [ Inbound Delivery
> [ Follow-Cn Functions
< {3 Messages
2 MEAF - PrintTransrmit
2 MEG1F - Urging/Remindars
7 MEGZF - Wanitar Order Acknawledy <]

0 o (1]

Using the menu tree:
Logistics>Materials
Management>
Purchasing>Purchase
Order>Messages>
Print/Transmit

or
Type MESF in the
command field.

AASIS Support Center, Patricia Orr
Revised, August 1, 2004
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AH o@D EE DSTLHaIBE @@

Furch. doc ‘v

Document numire 4500000256 to
Yendor

Purchasing organizatian
Purchasing group
Document type
Document date

elelelolele]

Type in the purchase order number
and change the processing status
from O to 1.

Message data
Application EF
hessane type

Transmission time-spat

Prasessing status 1@ Click the execute icon to continue.
Creation date
Time created 080000

[l (<[]
[ | ETR (13 (511) PEl | sapetr | INS
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List Edit Goto  Settings em Help

(V] B0 H e EHB ODLa HAE @

Message Output
M4 » M E&EFEETE® Outputmessage | Display message Messa%e detail || Trial priftout

T [+]
Furch.Doc. Yendar Name 1 FGr Doc. date L=
Msg. Lng Partner Role Created on Time Time M User name Output Pevice MName F
4500000256 100000204 Pet Surplus COR OG/28/2004
T:/‘W NEU EN 100000284 LF a7/a7/2004 10:20:19 3 % PNORR YPCC yqur Windows df1t printer
Click in the box to the left of the
green check and click the message
detail button.
Al | I
| DIETR (1) (811) b= | sapetr | INS 2
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g adB e@ae CHE nnNn AE @

Message processing, purch. documents: Output

communication method |G Processing log || Furtner data | Repeatautput | Change output

Highlight the line and click the
Repeat output button.

| (i | i [ | (| | e
(][] ] o]
[+ e [[ 4[]

[ e [« ]
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Gl adg Qe CHE fDad NN @
Message processing, purcl. documents: Output

communication methof | @ Processing log | Furtner data | Repeatautput | Change output

Highlight the line with the yellow
button and save.

[ ) ) o
K13 | o
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Goto
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\

Help
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QO CHRBE ODOLO BAE @

Message Output

M4 » M E&EFEETE® Output message

Digplay message | Message detail | Trial printout

Furch.Doc. Yendaor Name 1
Msg. Lng Partner Role

Created|

on Time Time M User name

FGr Doc. date

Output Device Mame  F

1«10

[w# NEU EN 108000204 LF

4500000256 100000264 Pet Surplus

B7/R7Y

B4 18:28:19 3

cog BE/28/2004

% PNORR YPCC your Windows df1t printer

initi

al screen.

Green arrow back to go to the

E1D|

KD

[41+]

@ Messages saved

D |ETR (1) (5113 P2l sapetr NS

AASIS Support Center, Patricia Orr
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AH o@D EE DSTLHaIBE @@

Message Output

Furch. doc
Docurment nurmbe 4500000256][3)
Yendor

Purchasing organizatian
Purchasing group

Document type
Document date

elelelolele]

Retype in the purchase order
number and make sure the

Message data

Application EF

EEEREPUGE processing status has changed back
Transmission time-spat .

Ee————— 0 to 0. Execute to continue.

Creation date

Time created 0o oe:ee

W

[ | ETR (13 (511) PEl | sapetr | INS
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List Edit Goto Sefings

em  Help

B0 H e EHB ODLa HAE @

Message Output
M4 » M E&EFEETE® Outputmessage | Display message | Message detail | Trial printout

Furch.Doc. Yendar Name 1 FGr Doc. date z
Msg. Lng Partner Role Crested on Time Time M User name Output Device Mame  F
4500000256 100000204 Pet Surplus CoB O6/28/2004
1?‘ MEU EN 100000204 LF  OF/08/2004 0G6:54:49 3 % PNORR YPCC your Windows dflt printer

Again, checkmark the box and click the
output message button.

E1D|

0L [ L4101+
[ D |ETR (1) (5113 P2l sapetr NS
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List Edit Goto Sefings

em  Help

B0 e EHB ODLa HAE @m

Message Output
M4 » M E&EFEETE® Outputmessage | Display message | Message detail | Trial printout

Furch.Doc. Yendar Name 1 FGr Doc. date z
Msg. Lng Partner Role Crested on Time Time M User name Output Device Mame  F
4500000256 100000204 Pet Surplus CoB O6/28/2004
[ 1# NEU EN 100000204 LF 07/08/2004 0R:54:00 3 % PNORR YPCC your Windows dflt printer

A green check will appear that your PO
was successfully reprinted.

E1D|

0L [ L4101+
[ D |ETR (1) (5113 P2l sapetr NS
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